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Preface 

IN presenting this edition, the fourth, of "A Better 
Day's Work," we wish to express our gratification 
at the cordial reception given this slight effort to 
reflect a part of the work done by the Burroughs 
Adding and Listing Machines in taking care of the 
accounting systems of the world. 

* # * 

They say advertising is one of the greatest educa- 
tional forces. That it means rousing the spirit of 
inquiry and that the most sensible way to arouse 
this spirit in any human being, is to tell him some- 
thing which he does not know and which it will be 
clearly to his advantage to know. The authors of 
this little book have been using the machine it 
celebrates for many years. The Burroughs has so 
increased the sum of human comfort and happiness 
in offices where it has been given the chance, that it 
is an act in line with brotherly good feeling to pass 
the word along — that the Burroughs is a good thing 
to have about the office — hence this book. 

* ♦ * 

Acknowledgment is here made to the many thou- 
sands of Burroughs users from whose experience and 
cheerful testimony these few practical suggestions 
have been culled. 

Burroughs Adding Machine Company 
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The Story of a Great Ider-M-A 

How it Grew into a Golden 
Realization 

CHAPTER I. 

The Stone Age Accountant 

There is something in numerals, in the process of calculation, extremely 
frosty and petrifying to a man: — W. M. Baker, "New Timothy." 

IONG before trial balances, or even debit and credit 
j were thought of, men were seeking some escape 
~* from the drudgery of casting up figures "in their 
heads," and for century after century, through era after 
era of constantly shifting civilization, the search for a 
mechanical brain has gone on. 

At different times the problem has occupied the Ancient 
minds of the greatest scholars of every race — Egyptian, p^fc? 
Assyrian, Chaldean, Greek, Roman, Chinese, down 
through the days of the prophets, the birth of the Chris- 
tian era, the Middle Ages — until at the middle of the last 
century, the whole thing had become a joke and the end 
of all this investigation and patient study seemed no 
nearer than in the beginning. 

These ages of striving for a single idea indicate merely 
the tremendous need that has always existed for a device 
that would relieve the human brain of the menial labor 
of calculation. 

Addition alone, which constitutes about nine-tenths Addition 
of all the labor of modern bookkeeping, is as distasteful as Tire " 

. .... some as 

to the mind as the task of digging ditches in soft soil, Digging 
which tumbles back again as fast as it is thrown out. 
Just so with the addition of long columns of figures. You 
no sooner reach the foot of the column after your mental 
travail and labor, than you have to start all over and 
climb to the top again, for fear of an unwitting error 
always lying in wait for you in an unguarded moment. 

9 
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The Even before triftnkind knew enough to put its figures 

J^ in columns, this difficulty was met with. Our remote 

Great ancestors, performing simple calculations by placing 

shells and pebbles on the ground to represent numerals, 

found it hard to get the "right answer." 

In the neolithic age, before rudimentary tails had 
gone out of fashion, and when all calculations were re- 
corded by lines scratched on the face of the rocks, the 
troublesome additions must have been even worse. To 
erase an error made on solid granite with a flint chisel 
was no small matter. 
The Certainly the stone-age man had his troubles in strik- 
a^Letteer ^ a balance of his business, even though his problems 
were not complicated by such things as bills payable or 
"two per cent ten days." We can imagine him scram- 
bling up hill to consult his "A" ledger at the summit, 
then down into a ravine, carrying his stone hammer, to 
debit merchandise and credit cash in the journal. The 
bookkeeper of those days was not "chained to a desk." 
Enor- Later on, his work was somewhat simplified by the 
Station? introduction of tables of stone, hewn from the solid rock 
ery Bills and set up in place wherever needed. Stationery bills 
must have been enormous, however, for the man of large 
affairs would naturally require a whole stone quarry to 
keep his office force in scratch pads alone. And when 
the owner of the outfit broke his "pencil" it required a 
whole day of the hardest kind of work to sharpen it again. 
It is not unlikely that when Noah built the Ark he 
had to chisel all his calculations for the plan of that 
noble vessel on tablets of stone — and how he must have 
sighed for an adding machine that would list and add 
his dimensions in cubits, automatically converting the 
fractions into whole cubits. 

Such were man's everyday problems in the ages 
before the Deluge, when the human brain revolved on 
the lowest speed and was incapable of devising even the 
most primitive "business helps." 

10 



A BETTER DAY'S WORK 

CHAPTER n. 

First Portable Adding Device, Compared With 

Some of the Present Day 

The supreme mark of wisdom is the willingness 
to replace an excellent thing by a better one. 

AT a very early period in our evolution the process of 
l\ finger-reckoning was developed, which makes it 
•** -^ certain that the first portable adding machine con- 
sisted of "four little fingers and a thumb," one hand be- 
ing required to furnish the units of calculation while the 
other was busy as a counter. Because of this limitation, 
man's sum of things was at first limited to five; since it 
was obvious that, having only five digits on his left 
hand, while he had to use the right to tell them off, 
there was no way to reckon so many as a half dozen. 

This lack of imagination is not so entirely prehis- 
toric as it might seem, for present-day explorers have 
repeatedly told of existing African tribes which know no 
numerals beyond five and have no words to express a 
higher number.* 

The fingers-and-thumb adding machine was con- Ten 
stantly improved to meet the growing needs of the race, jjjjjjfj™ 
and one important step in its development was the adop- of Dera- 
tion of both hands for units instead of one. Historians ^ tcm 
have pointed out, in this connection, that man's posses- 
sion of ten fingers undoubtedly accounts for ten having 
been the base of many of the earlier systems of numerals, 
which gave us our present decimal system, f 

Some races took advantage of the possession of toes, 
also, to double the capacity of their "ready reckoners." 
This gave rise to number systems based, in some cases, on 
twenty. This was true of the Mexicans, whose primitive 
system was based on multiples of twenty, instead of ten.t 

•History of Accounting, Richard Brown. 
tGeschichte der Elementar-Mathematik, Carl Fink. 
ilbid. 
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An interesting account has been given of certain The 
South African tribes which require three persons to fur- ^™* 
nish the units of any considerable calculation. By means Great 
of the extended hands of this multi-fingered counting 
device, the operator could work out sums involving not 
more than three places of figures by a process somewhat 
as follows: The first man represented units, the second 
tens, and the third hundreds. Beginning with the little 
finger of the left hand, each finger represented a different 
value. The first man counted continuously, raising his 
fingers successively for each unit, the next man auto- 
matically "carried" on the tens by raising the proper 
fingers, while the hundreds were carried over on to the 
fingers of the third man. In this way a totaling capacity 
of 999 was obtained.* 

It must not be thought that finger-reckoning repre- Finger- 
sented merely a crude method of counting. It was highly account - 
developed by the Greeks, and in its most elaborate forms 
was taught by Aristophanes as early as 420 B. C. An 
account of the manner in which it was used has been 
handed down by one Nicholas Rhabda, of Smyrna, who 
states that calculations could be carried into hundreds 
of thousands.! 

Having progressed to the point where he could make Lack of 
simple calculations without the manual labor of cutting Sf 001 ? 
them first on stone, man was still far from a solution of Dupli- 
his mathematical problem, The process of mental addi- «g - 
tion, subtraction and such elementary multiplication as 
he required sorely taxed his somewhat sluggish wits. 
Moreover, his finger-reckoning gave him answers without 
any record of the various sums which they contained — 
therefore no way of "checking back" on the correctness 
of his solutions. This, of course, obliged him to perform 
each calculation over and over again for lack of any posi- 
tive way of proving his work. 

♦Vorleaungen uber Geschichte der Mathematik M. Cantor. 
fHistory of Accounting. 
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CHAPTER III. 

Beginning of Mathematics and Commercial 

Bookkeeping 

"In every branch of science our knowledge increases 
as the power of measurement becomes improved." 

IT seenjp generally admitted that the Egyptians were Egyp- 
the first to develop really efficient systems of num- Jj*^ 
bers and of their mathematical application. In Complex 

XT 

one of the tombs near the pyramids of Gizeh have been ^J, m " 
found hieroglyphic numerals of a very ancient period, in 
which 1 is represented by a vertical line, 10 by a horseshoe, 
100 by a short spiral, 10,000 by a pointing finger, 100,000 
by a frog, and 1,000,000 by a man in an attitude of aston- 
ishment.* 

The arrangement of these Egyptian number signs 
shows a complex numerical system, developed to quite 
a considerable extent; but the present writer's researches 
lead him to believe that the enterprising citizens of Baby- 
lon at that period were not far behind. 

Early Babylonian cuneiform inscriptions, made in Baby- 
2200 or so, B. C, show that they wrote their numbers Used* 8 
in order from left to right, as we do today, while the con- Decimal 
servative Egyptians and other peoples were still proceed- ys m 
ing backward, or following the Chinese in their stubborn 
way of working up and down. They had a decimal system 
too, those Babylonians, at the time we mention, and about 
all they needed to make it complete was the cipher (0) or 
zero, which was not known until four or five hundred years 
after Christ, when it came into use among the Hindus, 
together with our nine digits, which we wrongfully credit 
to the Arabs, who merely borrowed them from the Hindu.f 

When Babylon was at the height of its notoriety as 
the most "wide-open" town in the world, business reached 

•Pink, 
f Cantor. 
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The a plane of activity and importance which marked a new 
o/a e P oc h ^ n commercial history. Even as far back as the 

Great administration of King Hammurabi — 2285 to 2242 B.C. — 
ea there were public enactments governing commercial trans- 
actions and accounts, as proved by the monument ex- 
humed at Susa, on which is inscribed the full text of these 
ancient laws relating to buying and selling, as well as the 
relations between the merchant and his agent.* It is 
difficult to realize the extreme antiquity of these inscrip- 
tions until we are told that Hammurabi lived and ruled 
over Babylon in the days of the Old Testament patri- 
arch, Abraham, f 

Baby- The records of Babylonian business houses dated 

Used on ' v a cen ^ ur y or two after Hammurabi are still in exist- 
Clay ence, and they show that all matters of record in those 
days were made with a sharp stylus on chunks of soft 
clay, properly moistened to give a good writing surface. 
They didn't worry about the permanency of their paper 
or the indelible qualities of the ink they used then. 
Whether they made out an insurance policy or a mere 
"dunning" letter, they wrote it deep in the clay, and then 
baked it into a properly hardened brick — and there they 
are, in the British Museum, today, as good as the day 
they were made, long before Pharaoh was drowned in 
chasing the children of Israel across the Red Sea. 

Baby- Having developed their business to some extent, 

l0 TT a ^H we ^ n< ^ ^ a * ^ e Babylonians, even in that early day, 
Fi rst had trouble in keeping their accounts straight by mental 
Adding processes of calculation, and at this time the original 
Machine a^^g machine was invented. As used by the Baby- 
lonians, it was a crude reckoning board, pebbles being 
shifted about on a ruled surface to represent different 
values. 

Excavations made at Sippara, in Chaldea, have 
brought to light the original loose-leaf ledger, and give 

* John's Translation. 
fHistory of Accounting. 
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us a clear idea of what a Chaldean merchant's office The 
looked like at a period approximating the year 1000 B. C. ^J 7 

Around the walls of this office were rows of slag Great 
shelves. The shelves bore rows of wide-mouthed earthen 
jars, closed with tile and sealed with daubs of pitch. 
Each of these jars was supposedly an individual ledger 
account, and the entries consisted of baked-clay tablets 
on which the various postings were inscribed in cunei- 
form characters.* Additional entries pertaining to a 
particular account were made by inscribing them on a 
smaller tablet and attaching this to the original entry 
with a straw and some primitive sealing wax.f 

An improvement on the original reckoning board, Greeks 
under the name of the abax, is first found among the ^j^^ 
Greeks three centuries before Christ. It involved the 
use of pebbles laid on cross lines according to a certain 
well defined system of place-values. 

Later we have the abacus, arranged by the Romans.J 
This was at first a "dustboard," the surface being strewn 
with fine sand, which was renewed at each operation. 
Parallel lines were drawn in the dust with the fingers, and 
values were represented by finger marks at certain points. 

This method of doing sums, while simple and inexpen- Roman 
sive, was open to certain objections. Not the least of !!R U j» 
these was the fact that the "dustboard" could scarcely 
be trusted on a windy day out of doors, as a playful 
breeze might whisk away the result of a whole after- 
noon's hard work. Nevertheless, it continued in use for 
a considerable period, being succeeded by a board made 
of metal provided with vertical grooves in which hori- 
zontal strips representing cross marks were shifted from 
one position to another. 

Thus we see that the abacus is another of the inven- 
tions for which the Chinese have wantonly "h6gged" 



♦London Daily Chronicle — Dahl 

Thej. ■ ■" 

ftnk. 
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The all the credit. There is no doubt, though, that the Celes- 
ofa *kk established valuable improvements to the device 
Great while the haughty Romans were still twiddling their finger 
tips around in the dust. As adapted by the Chinese, the 
principle was that of an open frame strung with hori- 
zontal wires, spaced at equal distances. These were 
crossed by a vertical wire dividing each into two unequal 
parts. On the short part two perforated pebbles were 
strung with five pebbles on each of the longer wires. 
John Chinaman today adds up the tariff for mangling 
♦ your shirts on a "swanpan" very little different from the 

old original abacus. 
China, Disputing priority for this improvement with the 
and Chinese was a Japanese counting-board called "san 
Russia bong," so similar in arrangement as to arouse suspicion 

Intere td °* a " stea l" on one s ^ e or t " ie other. Perhaps the Tartar 
invasion is responsible for the fact that a little later we 
find still another very similar device in use by the Rus- 
sians, who called it a "stochty." 

Between these three there might have been room for 
a highly interesting suit for infringement; but there 
were no patent attorneys to wrangle over the matter, 
because, in turn, there was no capital invested in the 
adding-machine business to make it worth their while. 

The utmost capacity of these ancient "adders" was 
small. (There were no "swollen fortunes," calling for 
15 rows of keys, with a totaling capacity of 999,999,999,- 
999,999, as at present.) 

But we anticipate. It is still several centuries to the 
days of Babbage and William Seward Burroughs. 
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CHAPTER IV. 



Development of Modern Methods in Europe 
Origin of the "Carbon Copy" 



"What is the Initiative? I'll tell you: It is doing 
the right thing without being told." That applies 
to peoples as well as individuals. 



T 



O those interested in the development of modern "Car- 
office practice it will be interesting to note that one £° n , 
of our most useful office devices — the "carbon First 



copy," originated in England, (or possibly in Germany) Used 
about the tenth century. 

Since writing was then an art known only to the select 
few, most commercial transactions were recorded by 
means of sticks in which notches were cut to represent the 
amount of the transaction. Thus the merchant buying 
a bill of coats-of-mail or fancy chain vests from his armorer 
or jobber, would acknowledge the indebtedness by a note 
of hand in the form of a piece of two-by-four, notched 
to the amount of the invoice. 

Now, it appears that, even in those days, there were 
clerks who occasionally had difficulty in distinguishing 
between the boss's money and their own. Thus it hap- 
pened that customers frequently complained of the way 
the notches in their sticks seemed to multiply, and the 
trouble was often traced to employes who would "raise" 
the face of some of the bills as they fell due by cutting an 
extra notch here and there, making the collections and 
putting the difference in their pockets. 

Thus, as ever, necessity labored and brought forth Origin 
the carbon copy idea. It was simple enough. The °* Co Py 
stick, being notched across one side and inscribed with the Records 
date and names of the parties to the transaction, was split 
in two with an axe. One-half, called the "stock," was 
given to the creditor, while the other, or "counterstock" 
was retained by the debtor. 

19 
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When William the Conqueror took possession of the The 
Arone, the tally was officially adopted for recording tax JR* 
payments and other crown revenues, as well as for certif- Great 
icates of royal indebtedness to citizens making loans to ** 
the government. 

The basement of the average mercantile establish- 
ment at this period must have resembled a lumber yard, 
while the government itself, being obliged to keep tallies 
with nearly all of its subjects, accumulated a wood pile 
that grew out of all bounds. 

. In 1785 the Government abandoned the tally sys- 
tem in the treasury department, and in 1835 the "legal 
tender" timber was officially destroyed in a huge bon-fire 
that, incidentally, consumed the Houses of Parliament. 

Very little progress was made in bookkeeping methods Ancient 
during these medieval times. Commercial accounts con- j^J™ a 
sisted simply of narrative entries on sheets of parchment, Scholar 
with no system or method of comparison for accuracy. 
Records were made in Latin or in the hybrid Norman- 
French, with Roman numerals, which did not lend them- 
selves to ease of calculation, since it was necessary, for 
example, to subtract ten from fifty and add five before 
one knew that XLV stood for 45 — and this discouraged 
attempts at mechanical devices or short cuts. Pre- 
sumably, the bookkeeper at this period was a profound 
scholar and a man of parts to be regarded with awe and 
deep respect. 

The Italians seem to h^ve developed the art of ac- Falli- 
counting, and were the first to use the Arabic numeral a?^ / 
and to state their accounts in a systematic form. Leaves Book- 
from the books of a Florentine banker for the year 1211 k^P"^ 
have been preserved, and show only a detached series of 
notations — the best examples of that time; but by 1340 
the merchants of Genoa had progressed to the point of 
employing double entry, which is the first record of ac- 
counting developed to a point suggesting our methods of 

21 
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The today.* As late as the end of the fourteenth century 
Story this development had not reached the stage of a general 
Great comparison of debits and credits, although a crude form 
Idea of trial balance has been found in the books of a Genoese 
banker of that time. The first known work on bookkeep- 
ing was published in Venice in 1495, by Luca Paciolo, and 
the use of three books — Memorial, or day book; Journal; 
and Quaterno, or Ledger, are suggested. Even with all 
their superiority, however, it is pointed out by latter-day 
historians that the Italians were weak in the details of 
their bookkeeping systems, as many of . these ancient 
books of account are found to be out of balance by con- 
siderable amounts, showing that the accountant who nodi 
over his work is not confined to this generation, f 
Incep- Roman numerals continued in use in England until 
**""*[ 1673, and little progress in forms of accounting was made 
Book- U P t° th* 8 year, which saw Arabic numerals come into use, 
keeping together with the adoption of a regular column set apart 
for amounts. Prior to this, amounts had been jumbled 
in with the descriptive wording comprising the entries. 
In 1720 the practice of carrying footings forward from 
page to page was first adopted, and from this time the 
modern art of bookkeeping, as we know it, has developed. 
"Na- Early in the Seventeenth century Naples produced 
pier's the first actual mechanical aid to calculation of which we 
can find any record. This was the Napier's rod, or 
* Napier's * bones," consisting of strips of bone bearing 
numbers on the edges in such a way that they could be 
brought into various fixed combinations and thus aid 
in many calculations. Napier's invention was the direct 
forerunner of the wonderful slide rule with all its varia- 
tions as it is used by draftsmen, engineers, surveyors, 
and craftsmen of many sorts today. 

In 1642 a young Frenchman, Blaise Pascal, worked 
out the principle of dials bearing figures on their periph- 
eries which could be revolved and thus give endless com- 
binations as various numbers were brought together. 



•History of Accounting. 
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CHAPTER V. 

The Labors of Charles Babbage and His 

Contemporaries 



T 



'*Accuracyis the twin brother of honesty ; 
inaccuracy of dishonesty." 

HE first organized attempt to produce a calculating First 
machine that would really supplement the work £ lt f| m P l 
of the human brain was due to the abstruse and Machiue 
greatly extended computations required for astronomical 
and geographical tables, and was begun by Charles 
Babbage about 1823, under a subsidy from the British 
government. Babbage was a professor of mathematics 
at Cambridge, and one of the foremost mathematicians 
of his day. About 1820 he submitted to members of the 
Royal Society his crude model of what he called "an 
engine of differences," which was to perform the most 
extended computations required in the study of astronomy 
and navigation, and to produce a record of its work stamped 
on plates of copper or other suitable material. For sug- 
gesting the latter feature, Babbage is entitled to all the 
credit which he has received, since he was the first to 
conceive a device that fulfilled the prime condition of 
performing its calculation and recording it, together with 
the result, without affording possibility of human error 
in transcription. 

There has never been any particular difficulty in Problem 
accomplishing mere mechanical calculation since the days q^ 
of Pascal. The automatic counter applied to printing Record 
presses, the cyclometer on a bicycle, the fare register in a 
streetcar — all adapted from the Pascal device mentioned 
in the previous chapter — are calculators, and date back 
to the seventeenth century. In order to be of real serv- 
ice in relieving the mind and supplementing its work, 
however, the machine must leave a permanent record to 
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show what figures entered into the calculation, and in The 
what order. This is what Charles Babbage really did — jj ^ 
or at least suggested the way in which it might be done. Great 

For several years Babbage labored incessantly in the ^ 
work-shops which he had built in the grounds of his 
home near London, but from the first the most stupendous 
obstacles were met, and the work came to a halt in 1833 
with the engine only half completed. 

Over £17,000 of government money had now been 
spent, and, so Babbage claimed, nearly as much more 
from his own private resources. He went to Lord Derby, 
who had succeeded Peel as Premier, and proposed that 
a new appropriation be made to proceed with his work. 

Derby took the matter up with Disraeli, then chan- 
cellor of the Exchequer, but the novelist-statesman pooh- 
poohed the idea, saying that since so much money had 
been spent with no apparent result, it was impossible 
to see the end of the possible expenditure, and, in short, 
"turned it down flat." 

Babbage's means had all gone into his invention and End of 
the net result of the whole business was the half-finished P a , 

bage s 

engine of differences, which the government offered to Efforts 
present to Babbage, but which he refused. It was then 
turned over to the Museum of King's College, where it 
still remains, a ponderous mass of mechanism as big as a 
barrel, mutely testifying to the first real step in the devel- 
opment of the practical calculating machine. 

An important device developed in 1850 was the calcu- An Im- 
lating machine of Thomas de Colmar, an Alsatian, gj^!^ 
Colmar's machine was operated by means of gear wheels Forward 
and pinions, actuated by a crank, and was the inspiration 
for many of the machines used by statisticians and crafts- 
men for extended calculations in many lines today, most 
of these machines being imported from Germany and 
Switzerland. They afford no record of their work, and 
have no uses outside of calculations in higher mathematics. 
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CHAPTER VI. 

Wonderful Story of William Seward Burroughs, 

Who Succeeded Where Scientists for 

Centuries had Failed 

"The adding machine that enables us to keep account of the 
world's work today was the invention and life work of William 
Seward Burroughs, a native of New York State, who loved 
the machine better than he did the dollar. It was never gotten 
up simply to sell, but first of all to do its work perfectly, then 
it was made to last indefinitely — and then, of course, its sale 
couldn't be stopped." — Qooch. 

FOLLOWING the work of Babbage and his contem- Bur- 
poraries, a host of experimenters sprang up all over j^| 
Europe, and considerable progress was made to- Practical 
ward devising mechanical means of calculation for scien- 
tific purposes. But the work-ridden bookkeeper, whose 
troubles were infinite, and his number legion as compared 
with a handful of astronomers and savants, seems to 
have been completely disregarded by all the workers in 
this field up to the time of William Seward Burroughs, 
who eventually found the "right answer." 

Burroughs was not a scientist. He was born in 
Rochester, N. Y., January 28, 1858, of parents in humble 
circumstances, and his early education was merely ele- 
mentary. He had no knowledge of astronomy or higher 
mathematics. His mathematics were confined to a long 
string of debits on one side of the red line, and credits on 
the other — and why in the world don't they balance? 
Burroughs was a bank clerk. 

So, when he became possessed of the desire to build He 
a set of "mechanical brains," as hundreds of other men Aimed to 
had desired before him, he conceived one that would be the^* 
a benefit to all humanity, born out of his own sore needs Book- 
and trials; out of long nights spent in poring over col- k^P^ 
umns of dancing figures when he should have been in 
bed; out of impaired eyesight and once robust health 
lost in the close confinement of the banking house and 
the strain of overwprk. 

37 



A BETTER DAY'S WORK 

The Just as the principle of the steam engine waited 
8 ^lJ through long centuries for a Watt to discover it; just 
Great as electricity flashed from the clouds and crackled at the 
ends of men's fingers ever since the world began until 
the coming of a nineteenth-century wizard to put a 
harness on it — so the human need of an adding machine 
waited through hundreds of years for the psychological 
moment when a broken down bank clerk brimming over 
with the need for such a device should be combined with 
the mechanical genius necessary to work out the tre- 
mendous problems involved. 

Burroughs was, of course, a mechanical genius — one 
of the greatest the world has ever known — and this genius 
was born with him just as much as his eyes and his ears. 
Nevertheless, he never realized this until after he was 25 
years old when, at his father's desire, he entered a bank 
in Auburn, N. Y., and here he formed the resolve that 
determined his real life work and was responsible for the 
writing of this little history. 
[ Bulk of In the bank young Burroughs learned that nine-tenths 
Bank f th e wor k that is done by gentlemen who toil indoors 
ins Was at nice, clean occupations has to do with figures, and 
Addition fa^ nine-tenths of the commercial side of figures is addi- 
tion. Also, that the human brain is but an imperfect 
tool, and incapable of sustained effort without accident. 

He kept account of all the currency that came into 
the bank, adding it up cent by cent and dollar by dollar. 
He added up long columns representing checks drawn by 
depositors against their accounts and by depositors in 
other banks against their accounts, which passed through 
his institution for collection. He added up the same 
amounts over and over again at different times and under 
different names, and always there was a debit side and 
a credit side, and what he added up on one side he had 
to add all over again, in a different form, on the other 
side — and both sides had to come out the same. If they 
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refused to do this, it meant long hours at night, when The 
other folk were in bed — and all, perhaps, for a trifling ^^ 
error of one figure hidden away somewhere in the ambush Great 
of a long column, ready to jump out at him when he tried 
for the balance. 

Finally, he came to analyze this matter, and dis- 
covered that about half his time was occupied in trying 
to guard against error, and half of the other half in hunting 
for errors that all his precautions had not availed to pre- 
vent. The productive one-quarter of his time constituted 
his day's work; the other three-quarters was wasted. 

Perhaps Burroughs' constitution was one of those 
which are naturally unfitted for a sedentary life; perhaps 
he worried too much over his work. At any rate, his 
health gave away under the strain, and physicians told 
him that his only chance for life lay in getting away 
from the confinement and monotonous grind of clerical 
work and into some occupation of an entirely different 
nature. 

Burroughs left the bank with his idea full formed in Leaves 
his mind— at least he knew the work his machine would ***^ 
have to do, and, in a general way, how it must be done — plan to 
and thereafter he never rested, through long years of Perffct 
intense, unceasing endeavor, through hardship and pov- 
erty, the discouragement and unbelief of all the world, 
through constantly failing health and strength, until at 
last he was able to show the world a completed model 
of his "registering accountant," the first practical mechan- 
ism ever devised to supplement the work of the human 
brain in the same way that the steam engine and the 
electrical dynamo supplement the work of human hands 
and infinitely multiply their capacity. 

From Auburn, Burroughs went directly to St. Louis, 
and secured employment in a machine shop where a 
great deal of miscellaneous work was done, giving him 
the widest opportunity to become acquainted with all 
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sides of the craft. At home, by lamplight, he worked far The 
into the nights, surrounded by books and his own rough ^ Great 
pencil sketches, forming the first rude outlines of his Idea 
adding machine. 

He conceived a machine that would record amounts 
indelibly on paper, as he did with his pen; that would 
add those amounts just as they were recorded, without 
the slightest possibility of error (as he could not do), 
and would carry a progressive total as fast as the amounts 
were listed, so that on pressing a key at any time during 
the operation a correct total would be printed instantly. 

The various elements that go to make up this result 
from a mechanical standpoint are complex almost be- 
yond belief, and the course of Burroughs' progress was 
strewn with countless obstacles, each one of which seemed 
to indicate the bitter end of all his hopes. But he never 
gave up. 

Once, at a crucial point in the work, when it seemed 
as though all the laws of nature and the very elements of 
mechanics were arrayed against him, he remained alone 
with his work all day Monday, Monday night, Tuesday, 
and Tuesday night — 48 hours altogether — without a 
wink of sleep or a moment's rest. He emerged with the 
face of a ghost, but he was not tired or hungry or sleepy — 
he had won. 

One who has studied Burroughs' work and knows it Bur- 
well has said that: "Accuracy is truth filed to a sharp roughs* 
point, and this was the tool with which Burroughs worked. Toofwas 
It was the foundation of his machine, as it was the lead- Accuracy 
ing impulse of Burroughs himself. No ordinary materials 
were good enough for his creation. His drawings were 
made on metal plates that could not stretch or shrink 
by the fraction of a hair. He worked witfy hardened 
tools ground to a point, and when he struck a center or 
drew a line he did it under a microscope. His drawings 
are today a marvel of accuracy, and remain a monument 
to Burroughs' love of truth with the 'nubs' knocked off."* 

* "A Little Walk with William Seward Burroughs"— H. C. Peters. 
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CHAPTER VII. 

Burroughs' Invention Attains the Dignity of 

a Commercial Basis 

"Do something — Methuselah lived to be 900 years 
old, but little else about him ever got into print." 

BURROUGHS ' first step toward giving the fruits of 
his labors to the world was taken one day in 1884, 
when he was sent to examine some mechanism in a 
large St. Louis dry goods house. Here he became engaged 
in conversation with a member of the firm who seemed 
interested in the mechanical skill which he displayed. 

To this man Burroughs told something of his idea 
and his belief that he would eventually perfect it if he 
could have money for the endless experiments that were 
required. This man interested others in the dry goods 
house, and secured $700, which was paid to Burroughs 
in exchange for fourteen shares of stock in the company 
which he proposed to organize. 

The $700, of course, was soon spent, but it was the Entei^- 
turning point in the development of the invention, for J^r. 
the possession of a sum of real money led Burroughs yer 
to the machine shop conducted at that time by Joseph 
Boyer on Dickson street, St. Louis. Mr. Boyer's busi- 
ness consisted mainly of jobbing work of all kinds, in- 
cluding experimental work for inventors, and to him 
Burroughs made a proposition for the hire of bench room, 
with the use of such machinery and equipment as he 
required, together with three or four of Mr. Boyer's 
workmen — all to be paid for at a fixed price. 

The work at the Boyer shop progressed quite rapidly, New 
and Burroughs managed in one way or another to scrape Ideas 
up enough money to keep the project going. He no longer 
had to work out each thought with his own hands in solid 
steel and brass. Instead, he went home every night with 
his head full of new ideas, and came down every morning 
with these ideas firmly fixed on plates of copper or coated 
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The zinc, from which his little band of assistants created 
*R *» P-t. he desired. 

Great Every dollar that Burroughs could get together by 
the sale of stock in his proposed company to friends and 
acquaintances was promptly spent in endless experi- 
ments, until it seemed that there was no bottom to the 
hole, and many who had invested wished heartily that 
they had never seen or heard of Burroughs. 

But all the time Burroughs was getting ahead with his 
work, and hardly a week passed without some problem 
solved, some important feature of the machine developed. 
His progress during these dark days is best shown by the 
successive models which he built, some of which are still 
in existence. The first one ever exhibited publicly was 
built in 1884, and formed the basis of his fundamental 
patent, issued in 1888, being the first ever granted for a 
key-set recording and adding machine. This model is 
shown in the engraving on page 38. While not a success, 
it contained the solution of some of the inventor's hardest 
problems, and some of its essential features — for example 
the keyboard and the adding mechanism — remain prac- 
tically unchanged in the Burroughs machine today, 
after twenty-five years of constant development and 
improvement. 

Burroughs builded for the ages. Having little thought 
of personal gain, and no aim except to produce the finest 
machine that could be built, he brought forth a triumph 
of mechanical skill — a veritable masterpiece in metal, 
which has often been copied, but never equaled or even 
approached. 
Pivotal The foundation stone of Burroughs' machine was the 
SeKe *- Pi v °kd Principle which he built into this and all of his 

note later machines, and which the best mechanical engineers 
still declare to be the finest construction ever devised for 
the purpose. He had experimented with ordinary sliding 
forms of construction, and found that the friction between 
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two sliding metal surfaces tended to destroy the absolute The 
accuracy which he sought. J < a ry 

Another stone which Burroughs put into his founda- Great 
tion at the start was the principle that the actual opera- 
tion of the machine should be independent of human 
agency to the greatest possible extent. For this reason, 
we find that even in his earliest models he arranged that 
the keys should merely set up the mechanism in prepara- 
tion for the actual operation of printing and adding, 
which was accomplished by pulling a lever. It is evident 
that Burroughs had in mind the typewritist lady with her 
too-busy eraser, and he decided at the start to do away 
with errors caused by accidentally striking the wrong keys. 

Another safeguard which he later threw around the 
work of the machine was the "locked keyboard," a most 
ingenious idea of his own, which guarded against the 
possibility of the operator accidentally striking a wrong 
key after setting up the amount. 

When the patent application was filed, in 1885, and 
the particulars about Burroughs' invention were made 
public, business men began to see the importance of the 
device, and, through the efforts of the man who had 
secured the original investment of $700, considerable 
capital was interested. 

In January, 1886, the American Arithmometer Com- First 
paiiy was organized in St. Louis, and the world-old dream p^jTor- 
of a bookkeeping machine was at last a commercial ganised 
actuality, although it was several years before it became a m 
marketable commodity. 

With the money raised by the formation of the com- 
pany, Burroughs set to work with redoubled energy on the 
model, and his glowing promises encouraged the invest- 
ors to look for early returns on their shares. The next 
model which he completed did not satisfy him, however, 
and he refused to have it marketed. He continued to 
work with might and main at his bench in the Boyer shop, 
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and his experiments absorbed money at a rate which The 
amazed the stockholders. There were always new ideas s J ory 
to be incorporated, new difficulties to be overcome, and Great 
by the time the first patent was granted in 1888 Burroughs Idea 
had several additional applications under way, and more 
money was required at once. 

In spite of murmured protests that it was "throwing 
good money after bad," the stockholders held a meeting 
on June 23 of the year mentioned, and voted to increase 
the stock from $100,000 to $200,000. The additional 
issue was offered for subscription, and the money began 
to disappear in the same way as that which had gone before. 
Early in 1889, however, the clamor of the investors be- 
came so great that Burroughs consented to a contract 
with Mr. Boyer to make the necessary tools and build a 
lot of fifty machines, although he was far from satisfied 
with his work, and wanted to be left alone to "coddle" 
it and make various changes. 

It was 'a tremendous undertaking to prepare for the 
manufacture of this entirely original mechanism on a 
large scale, a task involving an extravagant outlay of 
time and money before there could be anything to show. 
First there were endless plans and drawings to be pre- 
pared. Then came the making of all the "tools" used in 
building the machine, which included hundreds of dif- 
ferent dieSj cutters, jigs and special fixtures. The rest 
of the year 1889 was spent in this preliminary work, and 
it was the spring of 1890 when Joseph Boyer began to 
deliver machines on the contract for fifty. 

Four of these experimental machines were quietly First 
placed in the dry goods store of Scruggs, Vandervoort ^? ur 
& Barney, St. Louis, for trial, and at a meeting held in chines 
July, Burroughs was instructed to take five machines Tried 
to New York and place them in various banks and busi- 
ness houses. Thus, the first practical test of the machine 
was begun. It was also disclosed at this meeting that 
the company was once more out of money, its only pos- 
session, aside from the patents, being an indebtedness of 
$6,000. 
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CHAPTER Vm. 

Failure of the First Fifty Machines, as Bur- 
roughs Had Predicted 

"There is another thing besides honesty that you need, you need 
courage; I don't care how honest a man is. if he is afraid, he does 
not amount to much in public or private life. A man has got to 
be game, got to be decent, got to be something more, for I don't 
care how Dimve he is, how honest* if he is a natural born fool you 
can't do anything with him; you have got to have not only courage 
and honesty, but you have got to have capacity, to enable you to 
see what is to be done and get about doing it in the right way." 

MANY stories which are told of the Company's 
progress at that time seem amusing now, but 
were no laughing matter then. 

Of the fifty machines which had been built on con- 
tract, only a dozen or so were placed out on trial, and 
the reports from these discouraged the Company from 
letting any of the others get out, so they represented 
practically a total loss, as Burroughs had feared. 

In one sense these machines were perfect, but only in Ma- 
the same sense as a piano or violin, which gives perfect °^j^i 
results under the manipulation of a true artist who is "Gover- 
skilled in its technique, but may emit the most appalling £° r "J?i 
sounds in the hands of an awkward performer. The Action 
chief difficulty was that no two persons operated Bur- 
roughs 9 machine in the same way. One man would pull 
the lever slowly and evenly; another jerked it violently, 
and thus obtained results as amazing as those of the be- 
ginner on the piano. Since it was impossible to have all 
clerks and bookkeepers learn the operation of the adding 
machine as they would learn the piano, it is easy to see 
that there was great confusion in the offices where these 
first machines were tried out. 

Burroughs himself could do almost anything with 
his creation, of course, and his public demonstrations 
were beautiful to behold. But many who witnessed 
went away wagging their heads and declaring that they 
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The weren't to be fooled by a "faker" who performed mathe- 
®JJJ matical wonders in his head and then printed them with 
Great his machine. 

All efforts to educate people to exercise care in the 
operation of the machine were wasted, and were finally 
given up in disgust. Burroughs himself passed through 
the fiercest disappointment of his life, for here he saw 
the final ruin of all his cherished hopes, and just at the 
point where he thought the struggle had been won. 

One night the inventor went home after a whole day 
spent in listening to bitter complaints from his associates, 
and it seemed as though he had reached the very end of 
the road and come face to face with a stone wall which 
even his genius and determination could not surmount. 
For years he had been fighting off disease by sheer force 
of will power, the knowledge that he had a work to do and 
dared not give up until it was finished. Now, his face 
was drawn and haggard, there was the light of fever in 
his eyes; but he locked himself into his little room, and 
set to work as even he had never worked before. 
He Alone in his shop, through three days and nights, he 
Succeeds wor ] ce( j unceasingly, with scarcely a pause for food or 
rest. But when at last he emerged and locked the door 
behind him he had worked out a practical mechanism to 
absolutely control every stroke which the operator ap- 
plied to the lever, governing each f unction of the machine 
and the manner of its operation — regardless of the in- 
experience, carelessness or violence of the operator. He 
could see the completed machine before his eyes as plainly 
as though it actually existed in brass and steel. 

Soon this device, which is now famous as the "Bur- 
roughs Automatic Control," was put together in rough 
form and applied to the machine. 

The device met every test, and responded so perfectly 
to all demands made upon it that Burroughs was at last 
entirely satisfied, and started to build several machines 
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by hand. The matter of manufacturing the perfected The 
machines on a large scale was then discussed — but the old ^J* 
difficulty of finding funds was as great as ever. Bur- Great 
roughs threw himself heartily into the work of raising 
funds, and gave public demonstrations in various places, 
using one of his hand-made models, in the hope of attract- 
ing investors, but with little success. 

He also continued to experiment through the entire 
year 1890, refining various parts of the machine and mak- 
ing minor improvements which his associates considered 
entirely unnecessary. 

Failing entirely to raise money from any of the sources 
to which it turned, the Company found itself toward the 
close of 1890, in sore straits, with all of its resources ex- 
hausted in completing the experimental work, and nothing 
left with which to build and market the machines. So 
it looked for a time as though the project would finally 
have to be abandoned just when success was at hand. 

Finally, however, when it came to a choice between Direc- 
finding more money or losing all they had put in, the ^^ 
directors managed somehow to get hold of additional More 
cash. Immediately this money was in hand everyone Mone y 
took heart again, and before the coming of 1891 a new 
contract had been given to Mr. Boyer to make an entirely 
new complement of tools and to begin building one 
hundred machines as soon as possible. 

This work was much advanced by the fact that Bur- 
roughs entered into it with enthusiasm and threw all his 
wonderful energy into the work. Where he had slighted 
the first lot of tools because he knew that they repre- 
sented a waste, he now insisted on the most scrupulous 
care in the making of every detail, and he established 
a standard of accuracy in construction which has made the 
Burroughs machines famous among expert mechanics 
ever since. 
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In the summer of 1891 the first of the hundred ma- The 
chines began coming through the Boyer machine shop, J-* 
and there were indications at last that the adding machine Great 
had reached the dignity of a marketable commodity. Idea 

One thing which destroyed Burroughs' perfect peace 
of mind at this time, in addition to his health, which de- 
clined steadily, was the thought of the fifty imperfect 
machines that had been built. He cjid not rest until all 
that had been placed out on trial were called in, and then 
the entire lot were stored away in a back room of the shop. 
One day he paid a stealthy visit to the dusty old room 
where they were stored, and sat for a long time in retro- 
spective study of them. What memories of hardship, 
delayed hopes and disappointments they aroused. 

He had won a success, and fortune was within his 
grasp, all built on the foundation of these incomplete 
machines, but they reminded him of everything he wanted 
to forget, and he could not endure to have them in exist- 
ence, even here in this dusty storeroom. Straightway 
he attacked the matter in his characteristic fashion, and 
carrying them in his arms to the window, hurled them 
one by one, a twisted mass of wreckage to the pavement 
below. When he had disposed of the last one, he called 
Mr. Boyer to come and see the ruin. "There!" he ex- 
claimed, "I have ended the last of my troubles." 

Thus was demonstrated the wisdom of conducting All Bur- 
all experiments at the expense of the Company, instead ?i uglls 
of the purchaser, and from that day to this no Bur- chines 
roughs machine has ever left the factory until its worth j^** 
and efficiency has been proven beyond the possibility of a Sold 
doubt. The machine has been constantly improved and 
developed on the widest scale, and its makers now hold 
a large number of patents and have many additional 
applications pending, covering the entire field of adding 
machine development to the present time, but none of 
these are incorporated in the machines offered to the 
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public until they have "made good" through long and The 
exhaustive tests. ktory 

With the last of its mechanical troubles out of the Great 

Idea 

way, the problems of the American Arithmometer Com- 
pany resolved themselves largely into the one of marketing 
the machines to the best advantage. Having achieved 
what the world had declared impossible, Burroughs now 
found that scarcely any one had an idea of rewarding him 
by buying the machine. It was regarded as a wonder of 
science, something to be observed under the tender shelter 
of a glass case, and marveled at, but there was only occa- 
sionally a business man who could bring himself to appre- 
ciate that this machine meant time, work, and money 
saved for him. 

Before the machine could be made a real success, First 
it was necessary to begin an entirely new undertaking — p? 1 ^* 
the task of educating the public in the everyday uses 
and economy of the machine. It was not until a dozen 
years later that this was really brought about on a broad 
scale. In the meantime, the machine was sold largely 
to banks, who soon learned its wonderful saving of time 
and labor. - — , 

By 1895 the business had grown to a point which / 
justified larger quarters and the Company moved into 
the upper story of a new building vhich Joseph Boyer 
had erected on a new site near the center of the St. Louis 
business district. 

In this building the "Registering Accountant," as it 
was called at that time, grew into a semblance of the 
wonderful Burroughs Adding and Listing Machine as it 

is today. 

Before many years had passed, however, these quar- 
ters became outgrown, and in 1904 the whole plant — 
men, machinery and equipment — was picked up bodily 
and set down in the handsome Burroughs Factory at 
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The Detroit, known today as one of the model industrial plants 

s ^ of this country. 

Great The inventor, contrary to the tradition concerning 
Idea inventors i n general, lived to see his dreams come partly 
true, and to reap the substantial reward of his labors, for 
his holdings in the Company grew into a goodly fortune. 
Gradually, however, the dread tuberculosis which 
had first seized him in the bank at Auburn, tightened its 
hold and he was compelled to seek a sunnier clime in the 
hope of prolonging his days. At Citronelle, Alabama, 
he made a home, and here his last days were spent, em- 
ployed with the mechanical problems which he loved and 
which were second nature to him. 

William Seward Burroughs passed away at Citro- 
iielle, Sept. 14, 1898. He was buried in beautiful Belle- 
fontaine Cemetery, St. Louis, and a tall marble shaft 
erected by his associates marks the spot where he rests, 
serene at last, after the struggles and privations of a life 
that was hard beyond the ordinary, but crowned at last 
with the triumph of work well done. 
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Section II. 

Some Practical Suggestions 

"Yes, sir; a book is not dead paper ex- 
cept to sleepy minds. A book is a man 
giving you his best thoughts in his very 
best words. It is only the shallow reader 
that carCt learn life from genuine books. 
I'll back him who studies them against 
the man who skims his fellow crea- 
tures" — Chas. Reade. 
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Why the Burroughs is a Necessity 

Expert operators on a Burroughs can add and list 
500 checks, different amounts, in 6 min. 18 sec. 
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CHAPTER IX. 

Hand vs. Machine Methods 

"Progress is a law of nature — and 
nature brooks no interference." 

IT doesn't matter how many prizes for rapid compu- 
tation a man may have, he is always willing to ac- 
knowledge that the Burroughs can do it better 
in the long run, than he can. 

Ex-President Eliot of Harvard hit the nail squarely on A Man 
the head when he said, "A man ought not to be employed Shouldn't 
at a task which a machine can perform." 

It isn't fair to the man, who is thus reduced to a 
machine level, with a constantly lessening ability to do 
more and better work. 

It is not fair to the employer, who is paying more 
than the work could be better done for. 

Put an eight-dollar-a-week clerk at listing and adding 
figures, and the left hand column in Figure 1 (see opposite 
page) is a fair example of what he would . produce in nine 
minutes if he were earning his money. 

The column on the right shows what the same clerk 
could do in one-sixth the time, or one and one-half minutes. 

That is but one little example. Multiply it by thirty 
in a single day and we have saved three and a half hours, 
or fifty cents a day, or nearly forty per cent of that 
clerk's wages. 

You have that time in which to use him to look up 
facts for reports, get together figures on the selling expense 
in certain territories — doing the things you wanted done, 
but which no one had time to do. Yet the machine would 
cost you less than eight cents a day — to save fifty cents. 

Think it overt 
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A BETTER DAY'S WORK 

CHAPTER X. 

The Advantages of a Mechanical Bookkeeping 

Assistant to the Retailer 

THERE are some retailers, and now and then a 
banker, who add figures in the old way — com- 
pelling the mistake-making human machine to 
do the tiring, time-wasting, nerve-racking work of adding, 
listing, dividing, multiplying, subtracting figures. 

Every moment a clerk spends on work that a machine 
can do, he is wasting your time, you are handicapping 
him and your business. 

You will admit if you had more time you could make You 
more money — if that clerk had more time he could make Cou ld 
more money for you. 

The up-to-date retailers are now following the prac- 
tice of the most successful men who get more and more 
out of each hour by the simple method of giving the details 
of work to machines, typewriters, telephones, time-clocks, 
computing scales, cash registers, cash carriers, now book- 
keeping machines. 

Give yourself and your clerk time to do the work right. 

You are losing money to-day, every hour, by clinging 
to the old methods. 

Conspicuous success in any size business can usually 
be traced to the perfection of a machine-like organiza- 
tion. 

All the resistance to the development of any enter- Man 
prise that makes a useful thing or performs a useful ser- Revolts 
vice for humanity, is the failure of some part of the 
machinery of organization to perform with clock-like 
precision and efficiency. 

To err is human. 

To shirk is common human frailty. 
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Some To tire, sooner or later, is only human rebellion against 
Sue- mac ^ ne work, for one never tires of pleasant, diversified 
gestions occupation. 

Any retailer who does a credit business knows how 
the day when he makes statements is a constant source 
of worry. 

Nine cases out of ten it means night work from one to 
three nights of the month. 

If statements are sent out every week, as in some stores, 
it means night work still more frequently. 

No matter what credit system may be used, the Bur- 
roughs will save time, because it makes it possible to 
handle statements from 50 to 75 per cent, more quickly. 
Errors It eliminates the arguments, hard feelings, and loss 
Costly °* trac * e which come as a result of errors in statements, 
because the machine does its work accurately. 

Errors are important; if you under-add a statement 
you lose the price for your merchandise sold. 

If you make an error against a customer you may lose 
the customer. 

It costs too much to get trade — and the profits on 

each sale are too small — to take any chances either on 

losing money on the one hand or a customer on the other. 

Your cashier, or you, can make statements twice as 

fast on a machine as can be done by either of you by hand. 

When you are through you know the work is right. 

The A retailer's problems are different from any others, 

Need! 6 ! we ^ now tnat — anc * we ^ ave " 5U ^* a special machine to 
Bur- help him care for his problems, 
roug s j^ . g ma( j e to mee t th e nee ds of the retailer with a 

small business. 

It is being sold to him. 

He is using it — finding it valuable, helpful — some- 
thing he could not do without. 

Why? Because he tried it. 
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The retailer thinks: "I haven't any use for an add- Some 
ing machine." f^ * 1 

Didn't the grocer think the same thing when cash gestions 
registers, computing scales, refrigerators, cash carriers, 
coffee-grinders and cheese-cutters, and every other work- 
saving, time-saving and worry-saving device was first 
introduced to his attention? 

But the improvements came, didn't they, and staid? 
And now those who use them are making more money 
because they have more time. 

With the Burroughs the savings are equally real. 

It takes care of all the adding, listing and totaling 
of figures done in a store. Just think what that means — 
just figure out what it means. 

You may have a cash register which takes care of your 
cash business. 

If you do a credit business amounting to one-half Bur- 
or three-fourths of your total, you ought to have a Bur- ^ gha 
roughs to take care of your credit transactions. 

With the Burroughs you can get an accurate total of 
your credit business — it will give you a check on your 
C. O. D. business. 

The cash register affords an excellent method of show- 
ing you what each sale is, and the Burroughs gives you the 
totals of what you have done each day, and how much you 
have made. 

How many hours a week do you spend over your 
statement of business done? — figuring out what propor- 
tion of profit ypu have made? The Burroughs could do 
this in one-fourth the time. 

How many times have you gone wrong on your bank Check 
book, i. e., not been able to check up with the bank? B£nk° Ur 
Some folks always take the bank's word for it. That is 
bad practice, because banks make mistakes, not always 
against themselves, either. 

Check up your bank statements. 
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Some You can do it three times as quickly with a Bur- 
Prm< gJJj? roughs, and know it is right, when it is done. 

get*"** Briefly here are a few things, that many hundreds of 
retailers are to-day doing on a Burroughs, at a less cost 
than they used to do in the old expensive hand way: 

Some retailers list on the back of the stub of their 
check book a copy of the daily deposit ticket; others make 
this copy by hand. The ticket can be made in duplicate 
on the machine in one operation in one-sixth of the time. 

In stores where sales are recapitulated by clerks the 
proprietor is able to determine the actual worth of each 
clerk and to pay what each one earns, not what he asks 
for. The work of recapitulating sales is performed very 
rapidly on the Burroughs. 

Many list and add the cost and selling price of each 
article sold, and are able, at the close of the day's busi- 
ness, to determine the actual gross profit. This is es- 
pecially practicable in concerns in which each article is 
given a stock or lot number, this number being listed 
with the eliminating key depressed, the figures represent- 
ing cost and selling price being listed and added at one 
operation on a No. 13 or 15 Burroughs with Split & Nor- 
mal device. 

The amount of detail involved in handling reports 
from the different departments of a store, by the old 
method often influences proprietors to do without a 
definite knowledge of the earnings and expenses of each 
department of their business. The ease with which de- 
tails are handled on the Burroughs makes a monthly or 
even a daily report possible, and so fortifies the pro- 
prietor with exact knowledge as to conditions in each 
department and enables him to correct wrong tendencies 
before they result in heavy losses* 

Where the balance of every customer's account is 
brought forward daily, the proprietor has the advantage 
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of knowing each night just how much is due him from each Some 
customer and the total due on all outstanding accounts, fjjj^* 1 
By adding the day's sales to the total outstanding on the gestkms 
previous day and subtracting therefrom the amount re- 
ceived on account during the day he can know each night 
whether collections are keeping up with sales or whether 
he should limit credits and bring pressure to bear on 
delinquent customers. With the aid of the Burroughs 
this desirable information is readily obtained in a very 
few moments after the close of business. 

If C. O. D. orders are numbered consecutively and a 
C. O. D. register prepared before the goods are sent out, 
by listing the numbers and adding the amounts on a 
loose leaf sheet with the Burroughs, losses from this 
source will practically be eliminated. As collections are 
turned in to the cashier they are credited on the sheet, as 
are also goods returned. Those not so accounted for rep- 
resent the outstanding C. O. D. orders in need of atten- 
tion. 

The Imprest Cash System offers an effective check 
against loss through carelessness or dishonesty in the 
handling of petty cash; gives a consecutively numbered 
voucher for each expense item; simplifies the distribu- 
tions to proper accounts, and makes it possible to balance 
petty cash at a moment's notice. 

The daily cash balance may be obtained by listing on 
the Burroughs the previous balance and the cash re- 
ceived, offsetting these by the various items of expenditure 
and the balance of cash on hand. 

The Daily Proof of Posting System will prove beyond 
the question of a doubt that each and every posting made 
to the ledger, both debit and credit, is correct; also that 
the footings of the cash, sales or any other original records 
from which the postings were made, are correct. This 
system reduces the possibility of error in the trial balance 
to a minimum. 
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Some When statements are made on the Burroughs, the 

gu __ balance, which is automatically computed and printed, 

gestions serves as a check against the footing and balance of the 

accounts. Many concerns make statements at the rate 

of 250 per hour. 

Our new booklet — "How days and dollars can be 
saved" — explains the Burroughs statement system in 
detail. Gladly sent on request. 

Incoming invoices can be listed and totaled by de- 
partments daily, weekly or monthly in one-sixth the time 
the same work can be done by hand. The invoices are 
assorted by departments and separate totals taken. 

In the compilation of stock records and the taking of 
inventories, the time and labor saving possibilities of the 
Burroughs, both in adding and in extending values, are 
generally appreciated. Especially is this true in estab- 
lishments where numbers are assigned to designate cer- 
tain stocks. The possibility of listing stock numbers, 
quantity and value at one operation, on the Burroughs 
No. 15 Split & Normal cuts the work and inconvenience 
of taking stock in half, besides making a neater and 
more accurate record. 

The writing of names in a trial balance is of doubtful 
advantage. The accounts may be identified by num- 
bers instead, and the folio number and debit or credit 
balance listed on the Burroughs at one operation. This 
method is daily growing in favor with bookkeepers every- 
where. If the daily proof of posting has been made, the 
taking of trial balance will be greatly simplified. 

Compar- These comparative statements are very valuable and 
Stated can ^ e rea( ttly obtained with a Burroughs, daily, weekly 
ments or monthly. 

Where the McCaskey, Hoover, or other charge sys- 
tems are used, in which the total of the previous purchases 
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is brought forward and added to the purchases for each Some 
d. y , 4e Burroughs should be used t. verify A. cor** j-"- 
ness of the footings, thereby avoiding loss and possible gestions 
misunderstandings on settlement days. 

The speed and accuracy of the Burroughs in check- 
ing items and proving the extensions and footings of goods 
received should alone demonstrate its usefulness to the 
merchant. 

Many firms who make a practice of discounting all, 
or nearly all of their bills have discarded the purchase 
ledger and voucher all bills as received, filing them in a 
"tickler" file for payment before the expiration of the 
discount period. The Burroughs Split & Normal simpli- 
fies the keeping of voucher records by listing invoice, 
voucher or check number and amount at one operation. 

The machine will automatically audit and check all 
figures, either in books or on sheets, in much less time 
and much more accurately than by mental process. A 
boy with a machine is a valuable assistant for your book- 
keeper who thus gains time to devote to more directly 
profitable work. 

By the use of the Burroughs Split & Normal machine 
it is possible to list the number and amount of outstanding 
checks at one operation, thus simplifying the checking of 
the bank's monthly statement of account. 

Just here we want to say a word about our new 48 New 
page book for Retailers. Full of time-saving systems and ^° 
written especially for the man who works over-time on Retailers 
his accounting work. The title of the book is — "Why 
Don't You Go Home?-' — sent free on request. 
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FlGUBS 2 

The Imprest Cash Envelope showing items added and listed with the Burroughs. 
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CHAPTER XI. 

An Easy and Simple Method of Handling 

Petty Cash 

THE Burroughs Imprest Cash System offers an 
effective check against confusion and loss through 
carelessness or dishonesty in the handling of petty 
cash, while a considerable saving of time is effected in the 
listing of petty cash items on the Burroughs. 

A check is drawn for an amount adequate to meet A 
petty expense items for a certain period (preferably one Drawn " 
week), and the amount of this check charged to the im- 
prest account in the general ledger. 

Vouchers are supplied which are numbered con- 
secutively. When an expense item is paid out of this 
fund, a voucher is drawn for the amount of the expenditure, 
showing a proper distribution of the expense. This 
voucher (Figure 3), should be signed by one in authority 
and where a receipt is obtained it should be attached 
thereto. 

The vouchers are then placed in the cash drawer, 
and when the fund is nearly depleted, they are added and 



Burroughs Imprest Cash Voucher. 



>«*" 1909 




Amount c^^t^^ **&*^*c*<V $ \t* 

Approved 
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Figure S 
A voucher similar to the above is made out for each expenditure. 
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Some listed on the imprest cash envelope under their respective 

Prac g l ™ headings, by the Burroughs Adding and Listing Ma- 

gestions chine. A check is then drawn for the total amount of 

these vouchers, thus replenishing the fund to its original 

amount. 

Postings are made direct from this envelope, crediting 
the imprest account and charging the various expense 
accounts. The imprest account will be balanced by a 
debit of the check from the cash book, and the expense 
accounts charged off in the usual manner. 

By this method the petty cash will at all times stand 
charged with the original amount of the fund, and at 
any time a corresponding credit may be obtained by add- 
ing and listing the vouchers with the machine and com- 
bining with this result the total cash on hand in the drawer. 

The vouchers and receipts are filed in the envelope, 
(Figure 2), making a permanent and concise record of all 
petty expenditures. 

Actual size forms of sheets and envelope sent free for a 
request. 
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CHAPTER XII. 
The Burroughs Cash Received System 

SOME phases of bookkeeping are common to all busi- 
ness concerns. Checking and entering incoming 
cash are two of them. Every man greets incoming 
cash with a certain satisfaction and wants it handled 
promptly and without errors. But the shrewd business 
man constantly strives to cut down the expense of 
handling the details of his bookkeeping. 

In many offices, the time, work, money, and worry Econo- 
spent in bookkeeping detail is fifty per cent, less efficient 12***. 
than it ought to be. That means it costs too much. As i^Book- 
an instance, many a good business man employs the same keeping 
old method of posting Cash Receipts to a cash-book and 
then again posting these same items to the ledger. 

This is double work. 

Did you ever give a moment's thought to how much 
of your bookkeeper's time could be devoted to other work 
about the office if he knew how to cut out any one of the 
various books he uses? Have you ever figured out, for 
instance, the great satisfaction it would be to post all your 
cash items on the same day they are received, and to know 
positively at the close of the day's business that all the 
postings are correct and that all the cash has gone into 
your strong box, and that every debtor has been properly 
credited? 

There are many advantages of using the Burroughs Elimi- 
Cash Received System, but probably its greatest ad- nates the 
vantage is that it eliminates all journalizing of cash re- £[£?*' 
. mittances. And you know what a tremendous saving of 
time that means. 

The system itself, may be likened to that employed 
by banks when they post to the ledger direct from the 
deposit slip; also to that of some commercial houses in 
•which sales are posted to the ledger direct from the sales 
sheet, without any intermediate classification. 
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Detroit. Mich.. August 14, 1909. 190 



Mossrs V. B. Fox & Company, 
Detroit, 

MICHIGAN. 
Gentlemen :- 

(£ You will find enclosed our chocX for 
one hundred seventy five dollars (175.00) to cover 
your invoice of August 2nd. 

Yours very truly, 

W. H. Allison., 
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Remittances come in usually through the mail or over 
the counter. When a letter is received enclosing a remit- 
tance, the cashier writes the amount of the remittance 
on the letter, usually in blue pencil. (See Figure 4.) If 
the remittance comes without a letter, he tears open the 
envelope and writes the amount and date on it. (See 
Figure 5.) Should the letter refer to other matters as 
well as the remittance, a special memo of the remittance is 
made out (see Figure 6) and the letter is filed regularly. 
Money received over the counter is recorded on special 
receipt blanks in duplicate; one is given to the customer 
and the other is filed for reference and posting. (See 
Figure 7.) 

The cashier first lists and adds his remittances on the 
Burroughs; he then adds the amounts written on the 
letters, envelopes, or receipt blanks. When these two 
totals agree, he deposits the money and passes the letters, 
envelopes and receipts to the bookkeeper for his records. 
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How 
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System 

Works 
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Mr. F. C. Fletcher, 
o/o Mr. Eddy, 

Detroit Stoye Works, 

Detroit, Michigan. 
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BURROUGHS CASH RECEIVED SYSTEM 

BURReUQHS ADWNO MACHINE COMPANY. 



d* — C/ffrf^, /V ma 

AMOUNT OF CASH RECEIVED $ W-l *& 

% 

PAYING BILLS 



DISCOUNT Z^ 
PCOTED&L2_5_ 



TOWN. 



AjjJkeJtL 



STATE- 



^^v-^fr 



Figure 6 
If a voucher-check is sent, use this kind of a blank. 
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The bookkeeper sorts these by accounts and posts the Some 
amounts direct from the letters, envelopes or receipt forms, gj^ 
As he does this, he inserts a Burroughs marker at each gestions 
account to which he posts, similar to illustration on page 99. 

When the customer takes a discount, the bookkeeper 
before posting the remittance, compares it with the charges 
shown on the ledger, to ascertain if the discount taken is 
correct. If it is, the discount is added to the blue pencil 
figures on the remittance advice, (see figure 8) and the 
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Figure 7 

When money comes over the counter, use this form of 
counter-receipt. 
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Some total amount is credited to the customer's account. In this 

Su«- case > ^h e debit charge against the customer was $66.33. He 

gestions was allowed a 2 per cent, discount and remitted $65.00 net. 

After posting all the remittances, the bookkeeper can 
quickly prove his work by listing on the Burroughs, the 
amounts posted in the ledger, the accounts affected being 
indicated by the markers. 

Having secured this total, he then takes the letters, 
envelopes or receipts and adds and lists on the Burroughs, 
all the discounts shown. If the total amounts posted, 
minus the total discounts agree with the cashier's total 
of cash actually received, you see several things have been 
proved at once. 

First — The books agree with the cashier. 

Second — The amounts are posted to the right account. 

Third — The discounts are proven. 

Fourth — The work is done on the same day the cash is 
received so that there is no journalizing of cash to cash 
book. 
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Figure 8 
Actual cash received plus discount shows amount of cash. 
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And finally — The bookkeeper checks the cashier so Some 
both must be right each day. caf Ctl 

The original letters, envelopes or receipts, after posting Su 8-. 
is completed, are filed away for reference. These are the 
records of original entry, and therefore should be filed 
carefully and when transferred, a record must be made so 
that they can be referred to whenever necessary. 

Now to summarize the advantages of the Burroughs Sum- 
Cash Received System:— ™^f 

1. Cash is posted same day it comes in. That saves t^ 8 
time. 

2. Journalizing is eliminated with absolute safety. 
Work saved there. 

3. Cashier and bookkeeper check each other. This 
checking is the safest method known. 

4. Postings and extensions are verified with no loss 
of time. 

5. A perfect record of cash received is filed daily, 
together with the adding machine slip showing total 
amount. 

6. Impossible to post to a wrong account. 

7. Work can be done from Vz to % less time. That 
saving is worth while. 

A more complete description of the Burroughs Cash Interest- 
Received System will be found in a special booklet l? g kl t 
entitled, "A Better Cash Received System" which we with 
have recently issued. This booklet contains 24 pages ^tai 
and the system is illustrated in every detail and de- 
scribed fully. 

We '11 gladly send you a copy on request. 
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A BETTER DAY'S WORK 

CHAPTER XIII. 

Proving Your Daily Postings — A Prevention 

of Trial-Balance Troubles 

"The reason why many a bookkeeper never gets more than enough 
to live on, is because he puts the emphasis on the wrong thing — 
doing a whole lot of cheap work rather than doing cheaply a whole 
lot ot work. Think it over!" 

THERE is no safeguard as effective for preventing Saves 
errors in a trial balance as a daily proof of postings. E^ e f t 
If the bookkeeper proves his postings every day Month 
he can be assured that, in case an error creeps into the 
trial balance, it is due to transcribing wrong amounts to his 
balance sheet or making an error in footing and not to a 
mistake that has been made in posting a wrong amount to 
an account in the ledger. It is much easier for him to 
check back over the amounts entered on his balance sheet 
than to go back over his ledger and compare the postings 
with the books of original entry. The daily proof of 
postings gives him unquestionable assurance that all the 
amounts are correct and saves him time and overwork at 
the end of the month. 

If the hand method of reverse proof of posting is used, 
where the amounts are transcribed to a sheet as they are 
posted and afterwards footed, so much extra work is 
involved that few bookkeepers care to undertake it and 
would prefer trusting to their accuracy in transcribing. 

There is a method, however, by which a bookkeeper Be Right 
can prove his postings every day with an expenditure of f£™ 
very little time and labor and that method is the Bur- 
roughs Proof of Postings System. 

The system is as follows: A colored marker is inserted 
at the page on which each debit or credit posting is made, 
the edge of the marker projecting slightly above the 
page. (See page 99.) As soon as the postings have been 
completed, the amounts indicated by the projecting 
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Some markers are listed and added on the machine and the 
Practical t tai s f debits and credits are compared with the totals 
gestions taken from the sources of original entry. 

In order to distinguish debit postings from credit 
postings, different colored markers are used, or, accord- 
ing to the practice of some bookkeepers, the debit markers 
are left projecting from the top of the pages and the credit 
markers from the bottom. 

There are several ways of 
taking off the amounts with 
the machine. One method 
is to turn through the ledger, 
taking off the debits and 
then to go through again, 
taking off the credits. A 
Run shorter method is to add and 

Through i; st the deb j t amounts i n t h e 
Ledger 

But regular way and to list the 
Once credit amounts with the 

eliminating button de- 
pressed. The eliminating 
button prevents an amount 
being added. After all of 
the amounts, both debit and 
credit, have been tran- 
scribed, the total of the 
debits is taken. Then the 
credits, which are indicated 
by the eliminating symbol, 
/, are added. By this meth- 
od it is necessary to turn 
through the ledger only 
once. 

Figure 10 
Burroughs Dr. and Cr. Markers 
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When using the No. 15 Split and Normal Burroughs Some 
for this work, the time required to add and list the debits gJ2£ 
and credits is still further reduced. This wonderful gestions 
machine is capable not only of transcribing the debits and 
credits in two separate columns at one operation, but also 
of making a footing of both columns simultaneously. 
The debit postings are entered in one section of the ma- 
chine and the credits in the other section. When all debit 
and credit postings have been listed in this manner, the Debits 
total of both columns is printed by simply pressing a but- JJ"* 

m refill Q 

ton and pulling the handle. By adopting this method Listed 
the time required to transcribe debit and credit postings "Jj*, 
is reduced to a minimum. It might be remarked here, Same 
that there is no other adding machine that is capable of Time 
doing this work in the manner just described or that per- 
mits of as large totals as the Burroughs. In Figure 9 
the principal steps in proving postings are given. Figure 
10 is a reproduction of the Burroughs marker, which is 
inserted when the posting is made. A (Figure 9) is the 
original record from which the amounts posted are taken 
and B is the recapitulation of postings taken from the 
ledger. It will be noticed that the grand total on the 
sales sheet agrees with the grand total on the proof sheet. 
These two totals prove the amounts posted. 

Without a Burroughs the daily proof of posting would 
involve considerable time and labor, but by using the 
marker system together with the machine a big day's 
posting can be checked up in a few minutes and all anxiety 
on the part of the bookkeeper can be laid aside. A supply 
of the markers and fac-simile of forms suggested will be 
sent to any accountant writing on the letterhead of his 
firm. 
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Figure 11 

a This illustration shows how a trial balance may be taken on a regular nine-column 
machine, with a wide carriage and an eliminating button* from three to Four times as fast 
as by hand. 
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CHAPTER XIV. 

How a Trial Balance Can be Handled With 
Greater Accuracy and Less Trouble 

"Calculation is the mind of business. A readiness in calculation gives a 
man great advantages over his less experienced neighbor; and many a 
man has brought his fish to a bad market from inability to calculate 
quickly and accurately." 

THE monthly trial balance is generally dreaded by Trial 
even the best of bookkeepers, not only on account j* ala °_ ce 
of the tedious work involved in transcribing all 
the debits and credits to sheets and making footings, but 
also because they have visions of burning the midnight oil 
in order to find some fugitive error which has crept in 
despite their carefulness. 

There are many safeguards against error in trial bal- 
ances, but there is none that gives as great satisfaction to 
the bookkeeper as the one which assures him of accuracy 
as well as lightens his labor and mental strain. 

There is no economy in transcribing debits and credits 
by hand and afterwards footing them by the head, when 
the work can be done in twenty-five to fifty per cent, less 
time, with little mental effort and with greater accuracy, 
by using a Burroughs Adding and Listing Machine. 

There are several ways in which the machine can be 
used for taking off the debits and credits that make up the 
trial balance. There are three ways of taking off a trial 
balance with the regular style No. 9. 

The first method is to insert a column-ruled sheet in Three 
the machine carriage and then turn through the ledger, ^* ys to 
taking off all the debits and adding and listing them in Trial 
their proper column. When there Aa credit the carriage Balance 
is shifted over and the amount is listed in a column for 
credits but not added (see Figures 11 and 13). A little 
symbol, §. , which is printed to the right of an amount, 
whenever the eliminating button is depressed in con- 
nection with it, indicates that the item has not been 
accumulated. When all the debits and credits have been 
taken from the ledger, the footing of the debits is printed 
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Figubs 12 



totaled 
method. 



This sheet shows two columns of figures, debits and credits, added, listed 
1 simultaneously at three or four times the speed it could be done by the old 
This wasdone on a wide-carriage fifteen-column Burroughs. 



and 
hand 
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and the credits are added with the carriage thrown back. Some 
Then the carriage is restored to printing position and the P ractlcal 
total is printed. This method is shown in Figure 13. gestions 

A second method consists of taking off the debits and 
credits after the manner outlined in Figure 14. In this case 

the credits, which 
are usually com- 
paratively few, are 
listed into the col- 
umn of debits with 
the eliminating 
button depressed to 
prevent addition. 
When the transcrib- 
ing has been com- 
pleted it is an easy 
matter to pick out 
the amounts oppo- 
site the elimina- 
ting symbol, # , 
and add these on 
the machine with 
the carriage thrown 
back. Then the carriage is restored and the total is 
printed as shown in the illustration. 

A third method consists in taking off only the debit 
and credit balances. The eliminating button can be used 
in the same way as in the two preceding cases where all 
the debits and credits were taken into consideration. 

These methods save more than half the time required Saves 
by the old hand method, but there is even a quicker way *J. alf the 
than those just described that is only possible by making 
use of the large No. 15 Split & Normal Burroughs. 

This wonderful machine enables the bookkeeper to 
add and list simultaneously the credits in one column and 
the debits in another. Thus, when he turns through his 
ledger and comes to a debit he sets it in the debit section 
of the machine keyboard and adds and lists the amount in 
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the debit column. When he 
comes to a credit, he sets it in 
the credit section and adds 
and lists it in the credit col- 
umn. When the items have 
been taken in this manner 
from the ledger, all that is 
necessary to secure a printed 
total of both debits and credits 
is to press the total button and 
pull the handle. All debits 
and credits, or only the debit 
and credit balances, can be 
taken off at one operation 
with this machine and the 
two footings made simul- 
taneously. This method is 
shown in Figures 12 and 15. 
When it is remembered that items can be listed about 
three times as fast by a Burroughs as it is possible to 
list by hand and that the only thing necessary to 
make a footing of the ma- 
chine list, no matter how 
long it may be, is to press a 
button and pull a lever, it 
will at once be apparent 
that a great saving of time 
can be effected. 

The ideas embraced in 
the suggestions for taking 
off a trial balance with abso- 
lute accuracy and cutting 
the amount of labor in 
half, have been derived from 
everyday applications made 
by thousands of Burroughs 
users. 
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CHAPTER XV. 

Saving Time in Making Duplicate Records of 

Bank Deposits 

"The best rule for success in life that I have ever found is to do a 
little more than is expected of you." 

"Whatever your position in life may be, whether in an office, fac- 
tory, store, or workshop, do a little more than is expected of you, 
and you will never be overlooked, be the establishment large or 
small." 

THE preparation of the bank deposit ticket is a part 
of the daily routine of any business concern that 
involves more or less listing, adding, and duplica- 
ting, and these operations take time. 

The old method of preparing these tickets was to copy 
the amount of each check by hand, then foot the column 
of amounts and afterwards make a duplicate for the office 
files. By this method there is liability to error every time 
a duplicate is made. Where there are a number of items 
the time consumed in the preparation of the deposit ticket 
is considerable. v It is impossible to add and list amounts 
mentally as fast as they can be added and listed on a 
Burroughs. 

Time is saved by the mechanical method in two ways. Time 
First, the amounts are added and listed about five times ^^ 
as fast as it is possible to do the work by hand, and second Ways 
a perfect carbon copy can be made at the same time the 
original ticket is prepared. 

In addition to these two time-saving advantages, all 
the amounts are printed and can be easily read. 

When the work is done on the Burroughs, two blank 
tickets, with a carbon between them, are used. The 
items are then added and listed, taking the amounts direct 
from the remittances. 

In cases where the daily bank deposits are made up of 
a large number of items, it is more convenient to use a 
sheet in connection with the machine and add and list 
the items in several columns. 
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Figure 16 illustrates how the machine can prepare a 
slip deposit ticket with a duplicate. 

Making up the bank deposit record is only one of the 
many items in the routine of a business house where 
adding and listing is necessary, yet the time that can be 
saved on this one item alone, commends the machine to 
favor able, co nsi derat ion . 
A Real When the cashier desires to get his deposit to the bank 
t^™ at an early hour and to know that his duplicate is an exact 
copy of the items that have gone to bank there is no helper 
that will lend such valuable assistance as the Burroughs- 
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CHAPTER XVI. 

How to Handle Monthly Statements with 
Greater Speed and Accuracy 

EVERY day of delay in the preparation of state- 
ments means that they will get into the hands of 
customers late and that remittances will not come 
in promptly. The time consumed in making out state- 
ments consists of transcribing the items to the statement 
blank, entering the date and afterwards going over them 
and adding the amounts. Think of the time and labor 
saved when the dates and amounts are printed simul- 
taneously and the footings are made in no time at all! 
To the bookkeeper who is accustomed to the old hand 
method this seems impossible and so it is, unless a Bur- 
roughs Statement Machine is used. 

This machine permits the operator to take the dates, State- 
number of items and amounts from a ledger at one opera- ™ e 5 tS ii 
tion. It is not even necessary for him to insert a state- 
ment sheet. The statements come in rolls so that they 
can be run off one after the other for as many statements 
as are desired. In those cases where only dates and 
amounts are used the date is put in one section of the 
machine keyboard and the amount in the other. The 
handle is pulled once and both the date and amount are 
listed and the amount only is added. When all the dates 
and amounts for one account have been transferred to the 
statement in the manner just described, the total button is 
pressed, the handle pulled and the total of all the amounts 
is printed. 

The dates and amounts having been transcribed on 
the statement, it is torn off and dropped into the ledger 
at the account from which the amounts have been taken 
and the edge is left projecting slightly above the page so 
that it will serve as a marker. In like manner all the 
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Figure 17 

Statement made on the No. 15 Statement Machine, which prints months, dates 
and amounts at the same time. Dates appearing in red. 
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Statement made on the No. 9 Statement Machine, which prints the days of the 
month and adds charges at the same time. 
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Some statements are dropped into the ledger opposite their 

PraC Suc- rcsP^ti^ accounts. When the adding and listing of the 

gestions amounts has been completed, the bookkeeper turns to 

the first account and enters the name on the statement, 

which completes it. 

But there is another important point just here that 
should not be overlooked. Since all the items taken from 
a customer's account have been added and listed on the 
statement, the total should agree with the ledger total. 
By making the comparison between the statement and 
the ledger totals when the names are filled in, the book- 
keeper is enabled to check both his statement total for 
the items -transcribed and to check up his ledger footing. 
This very important feature of the Burroughs method of 
making out statements is incidental to the method itself 
and does not require any extra time for the check. Be- 
sides, it enables the bookkeeper to get out his statements 
much more quickly and with far less effort than by the 
old hand method. From one to several days may be 
saved at the end of the month by using the Statement 
Machine. 

Figures 17 and 18 indicate the nature of the work done 
by the Burroughs Statement Machine. Figure 18 shows 
a statement prepared on a regular No. 9 and Figure 17 
shows the kind of statement that can be prepared on the 
larger size machine. 

It must be remembered that these machines can also 
be used for the purpose of ordinary adding and listing of 
amounts, taking off trial balances, proving postings and 
many other every-day applications. 

Booklet Our new 16-page booklet — "How Days and Dollars 
Free on £ an g e g avec [" gives you a clear description with inter- 
esting illustrations of the Burroughs method of making 
statements. The tremendous saving of time and money 
will surprise you. 
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CHAPTER XVII. 

Recapitulation of Daily Sales in a Retail or a 

Wholesale Store 

"The man who retains his membership in the Don't Worry Club is 
the fellow who keeps machines to do his worrying. ' 

A DAILY recapitulation of sales is of the greatest Sales 
importance to wholesale and retail concerns be- f^ch 
cause it furnishes the only means of ascertaining Clerk 
within a reasonable length of time the business that is done 
by departments and by clerks. A total of the cash and 
charge sales for the day indicates the amount of busi- 
ness that has been done, but it does not give a detailed 
analysis showing how much of that business was done by 
any one clerk or department. Perhaps one clerk made a 
good record, while another made, very few sales, but this 
fact cannot be known by consulting a grand total of the 
sales made by all departments and all clerks. The great 
value to a business house of a daily recapitulation of sales 
by clerks and departments consists in the specific infor- 
mation concerning each department and clerk as well 
as the aggregate amount of sales. 

Some of the advantages to the manager or proprietor 
w T hen such a system of recording sales is used are as 
follows : 

First — It enables him to have before him by noon on Man- 
the following day a complete record of the sales made on ^\ s 
the previous day. This record is detailed, giving every Record 
item of cash or credit sale. By comparing sales sheets for 
previous days with the current sheet he can ascertain 
whether certain salesmen have been coming up to stand- 
ard, and if not, can speak to them at once and find out 
the reason. If it is a department that has fallen down, a 
consultation with the department manager may fix the 
cause. 
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Figure 10 

This sheet shows how the Cash and Credit Sales by Clerks may be summarized on 
a wide sheet with a Burroughs, increasing the accuracy, speed and neatness of the 
work fully 50 per cent. 
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Second — It gives him data from which he can prepare Some 
a weekly or monthly comparative summary of sales. §^ U 
This summary, on which only the totals of sales by de- gestions 
partments or clerks are entered, furnishes a concentrated 
record from which the total business, as well as the daily 
business, for a certain period can be seen at a glance. 

Third — It has a good effect upon the clerks who know 
that a daily record of their work is being kept and con- 
sequently will apply themselves more diligently to busi- 
ness. 

The application of this system involves the listing 
and adding of a great many small items. By this means 
the operator can prepare his recapitulation sheets by 
clerks and departments in the shortest possible time and 
with a great gain in accuracy. 

Numerous wholesale and retail houses have appre- Bur- 
ciated this fact and after experimenting on various plans ™ u 8 hs 
have installed the Burroughs Adding Machine, which ment 
has been found to be most effective for this kind of work. 

The sales tickets are filed as they come to the cashier's 
office, either by departments or by clerks, according to 
the sheet that is to be prepared first. On the following 
morning the machine operator puts a sheet in the machine 
carriage and tabulates the sales items directly from the 
sales tickets. Each group of items corresponding to any 
department or clerk is designated by a number or letter 
at the top of the column of items. 

In case a separate record is made of cash and credit Cash 
sales (Figure 19), these can be transcribed to the sales J?£i. t 
sheet and footed at one operation by using the Split Items 
& Normal Machine. When it is desired to tabulate in j£ sted 
this manner the machine is split. The cash items are rately 
taken from the cash tickets and entered in one section of 
the keyboard and the credit items are takes from the credit 
slips and entered in the other section. When all the items 
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DAILY SALES REPORT 
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Figure 20 

This Duly Sales Report gives, in condensed fornd, the story of the business activity 
of a store day by day. The machine makes such daily reports possible, by cutting 
down the labor, time and cost of getting the figures fully 40 to 50 per cent 
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for a clerk or department have been listed and added, the Some 
two totals are printed simultaneously. g ug . 

Figure 21 and Figure 22 show a sales record made out ges ons 
in its simplest form. On a sheet prepared in this manner, 
the clerk's or department's number is. printed and the 
items listed in column form below it. The little symbol, 
■f , is an eliminating sign which indicates that the number 
"3" has not entered into the adding mechanism of the 
machine. It is printed at the same time the number is 
printed with one lever pull simply by depressing an elimi- 
nating button when the "3" key is depressed. The clear- 
ing star, * , is printed when the total button is depressed 
and the lever is pulled, and indicates that the machine is 
clear. The items are then added and listed in the usual 
manner. 

Figure No. 23 shows the clerk's number and also Sales 
the department letter. The "320A" is printed by ^d? 
depressing the numeral keys corresponding to the amount part- 
and the department letter key "A, " and pulling the lever. menta 
After making a record like this the 
sales by departments can be sep- 
arated by grouping together all 
amounts opposite any department 
letter. 

Figures 24, 26 and 27 are more 
elaborate. These illustrate the ap- 
pearance of a sales record where de- 
partment number, cost price and 
selling price, or cash and credit are 
recorded. The Burroughs fifteen- 
column Split & Normal Machine 
lists and adds both columns at one 
operation. In the case of cash and 

credit sales, the amounts on the cash tickets are entered 
in one section of the machine and those on the credit 
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Figure 22 

The Sales Report by Clerks can be handled in one-half the time it would take 
to tio it by hand s and does not require any specially-printed forms. 
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tickets in the other section Some 
and a footing made of both g^ tlca 
sections simultaneously. Fig- gestions 
ure 24 shows how the machine 
can be used to list department 
numbers at the same time the 
cost price and selling price are 
added and listed. All three 
items are printed with one pull 
of the lever. 

The sales sheets which 
have been prepared each day 
are filed and used at the end 
of the week to furnish the ♦ 
data for a comparative sum- 
mary. Figure 25 gives an idea of this summary. 

It will be noticed that the sales fpr each of the depart- Cross 
ments are recorded under the different days of the week -* u a " 
and a total of the week's sales printed in the extreme right 
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hand column. All the departments have done a normal 
business except No. 3, which has fallen below average. 
This fact is clearly indicated on the summary. The total 
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Figure 25 



This illustrates a summary of department sales, showing the amounts of daily and 

weekly sales and the grand total of all sales. 
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amount of business for each day is indicated by the Some 
figures in the bottom row. Sheets similar to the sample j^ 8 ^ * 11 
and up to 18 inches in width and containing 12 to 20 gestions 
columns, can be prepared on the Burroughs. When forms 
similar to this are desired, the machine is set to cross- 
tabulate and the items are added and listed in horizontal 
rows instead of the regular column form. 



CASH 


CREDIT 


SALESM 


[AN 141 


2 4. 2 


3 1.2 5 


7. 8 5 


9.6 


5.2 


6.5 


1 1.3 


1 4.2 


7. 5 5 


7. 3 5 


5 6.1 


6 8. 9 



FlGUBB 26 



DEPARTMENT 


7 ■# 


CASH 


CREDIT 


3.5 






• 




4.2 5 


1.5 




2.2 5 
1.2 5 


5.0 




7. 7 5 * 



Figure 27 

If a little attention be given to the full page fac- 
simile reproductions of actual sheets, a clearer idea of 
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Sales Recapitulation showing Cash and Credit Sales separately and summarized 
oy Clerks, as made on a style Split and Normal Burroughs. 
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the work as it comes from the machine can be obtained. Some 
By making use of a daily sales recapitulation system g*- 
and the Burroughs machine, the ordinary addition of sales gestions 
tickets can be done in half the time required to do the 
work mentally, and in a fifth the time that would be re- 
quired to add and list the records by hand. 

The mere adding and listing of items is not the chief 
point of advantage, however. The great value of such a 
system lies in its comprehensive survey of facts as well as 
its detailed informal 3n. 

Sales Recapitulation 

The illustration, Figure 28, shows how a No. 9 Split 
and Normal Burroughs adding machine can be used by 
a merchant for recapitulating his cash and credit sales 
by clerks, (or departments, or both), at the same time 
recording the sales ticket numbers. 

The first column is made up of cash sales by clerks 
Nos. 1, 2, and 3, showing the amount of each sale and the 
sales ticket number. 

The second set of items are charge sales for clerks 
Nos. 1, 2, and 3 and show the items and sales ticket num- 
bers. 

The cash and credit sales totals for the three clerks Individ- 
are recapitulated in the third column and the sum of ££} , 
both totals thus obtained gives the grand total of sales for Clerks 

thed *y- . . fii 

This form is only a suggestion of the possibilities in the Total 
Burroughs Sales Recapitulation System. 

It can be applied both to large and small business 
houses in practically the same way as outlined in the 
illustration. 

In case a concern doesn't care to include the sales 
ticket number with each sale, it can be cut out without in 
any way disturbing the operation of the machine or the 
tabulation of the sales amounts. 
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Figure 29 

Showing a Balance Sheet made on the No. 15 Split and Normal Burroughs. A column of 
old and new balances are added and listed simultaneously with this machine. 
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CHAPTER XVIII. 

The Daily Ledger Balance for a Commercial 

House 

"Work for a raise — a raise is your employer's confidence, trust, 
appreciation — then the monetary end will get in line of its own 
accord" — if your employer hasn't any confidence, trust, or ap- 
preciation : get another employer. 

A BOUT ten per cent, of the accounts of the average 

r~\ concern change during a single day's business. 

This percentage, however, suffices for a correct 

balance. If there are, say, five hundred accounts and 

only fifty act during the day, the daily balance can be 

obtained by taking only the fifty into consideration. 

This simplification of an otherwise tedious job is 
accomplished by a Balance Column Ledger and the 
Burroughs Bookkeeping Machine. 

When the bookkeeper posts to an account, he extends 
the balance and places a strip of paper or a Burroughs 
Marker to mark the account to which he has posted, as 
shown in Figure 31. 

When the posting has been completed, the "previous" "Previ- 

and "current" balances are taken, from each active ac- ?4f and 

cur- 
count and added and listed on the No. 15 Split and Normal rent" 

Machine. The "previous" balance is entered in the left i^^ 1 ^ 8 

hand section and the "current" balance is entered in the once 

right hand section. One pull of the handle adds and 

lists both amounts. When all the balances have been 

taken off, the two totals are obtained by depressing the 

total button and pulling the handle. The machine work 

is shown in Figure 29. 

The advantage of the large machine is, that it permits 

the operator to add and list both the old and new balances 

at the same time, thus making it unnecessary to run 

through the ledger twice to transcribe the balance. The 

regular No. 9 Burroughs Adding and Listing Machine, 
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Figure SO 

Showing a Balance Sheet made on the regular No. 9 Burroughs. This machine 
cannot do the work quite as rapidly as the larger style, No. 15, since it is necessary to 
add and list the old balances first and. then the new balances. 
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Burroughs Mftfkrrn are used '.o indicate accounts affected, so they may 
be referred to easily. 

on the other hand, can be used in the operation of this 
system, as shown in Figure 30. After all the postings 
have been made, the sheet is inserted in the machine and 
the old balance on each account is added and listed in the 
proper columns; then the bookkeeper runs through the 
ledger a second time for the new balance on each account, 
adding and listing them in the proper columns. 

The machine insures accuracy and speed in the han- 100% 
dling of these items, which means that an old and new g^Jj 
balance sheet can be taken off in about the time it would 
take to put down half the figures by the long hand method. 

This system will be cheerfully demonstrated in your 
office free of charge, and no obligation, if you say so on 
your letterhead. 
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4 2 3 4 5 


1 2 5. 5 


4 2 3 5 7 


4 3.6 5 


4 2 4 3 1 


5 4.7 5 


4 2 4 5 5 


3 5.5 5 


4 2 4 7 5 


4 5.0 




3 4.45* 



Figure 3S 
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1 2 


2 5 0. 


1 5 


1 2 5. 6 5 


1 8 


3 3.7 5 
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7 5.0 


1 2 1 


6 5. 4 5 
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5 4 9.85* 




Figure 33 
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CHAPTER XIX. 
An Easy Way of Reconciling Bank Balances. 

"Isn't it true, if you look over the men who have gone forward in 
your business, that they were the ones who got the most good 
work done in the least possible time ?" 

A CCOUNTANTS connected with commercial houses, 
/-% railroads, insurance companies, manufactories, 
•** -^ municipal offices and many other large concerns, 
have occasion every month to reconcile the check book 
balance with the bank balance. On account of the nature Old Way 
of a check book it is difficult to turn through the stubs Labori - 

ous 

and foot the deposits and outstanding checks mentally. 
If the amounts are set down on a sheet of paper and after- 
wards footed, so much time is consumed that the process 
becomes very laborious. 

The best, most accurate and quickest way of taking 
off these amounts is to use a Burroughs Split & Normal 
Machine, because this machine is capable of listing both 
check numbers and amounts at one operation, taking a 
total only of the check amounts. 

There are several ways in which this kind of work can 
be done on the Burroughs with a great saving of time. 
One method consists, first, of adding and listing the can- 
celled check amounts. The checks are then arranged in 
numerical order and the amounts are checked against the 
amounts on the check book stubs. Blue pencil marks 
are made opposite the amounts on the check book stubs 
which correspond to the cancelled check amounts. After 
this operation has been completed the unmarked amounts 
on the check book stubs will represent outstanding checks. 
Then the accountant again takes the machine, adjusts it 
to add in one column and number in another, inserts a 
sheet in the carriage and runs off the unmarked amounts 
together with the corresponding check numbers. The 
machine transcribes both of these, as shown in Figure 32, 
at one operation, and prints the total in the amount column 
only. When all the outstanding check amounts and 
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Some numbers have been transcribed to the sheet, the total of the 
Practical amounts can be printed by simply pressing the total but- 
gestions t° n an d pulling the handle. 

After the check amounts have been added and listed, 
the deposits are added and listed in the same way, setting 
down the day of the month if desired at the same time the 
amount is entered. A sample of this work is shown in 
Figure 33. 

Then the previous month's balance plus all deposits, 
minus the total of cancelled and outstanding checks, 
should agree with the current bank balance. The No. 
15 Split & Normal machine does the above work more 
quickly than can be done on any other machine and the 
feature which enables the operator to set down check 
number and amount side by side, assures him that the 
amounts have been entered opposite their respective 
check numbers. 
Use for A method, where a No. 9 machine can be used, is to 
a Nine- p^ Q fj j. ne re tumed checks the same as on the No. 15, 
Machine an d check against the amounts on the check book stubs. 
Then add and list first the amounts of the outstanding 
checks and then list the numbers opposite their respective 
amounts. The deposits can be listed at a third operation. 
Still another method is to check off the returned 
check amounts and add and list the checks in the usual way. 
Then add and list the unmarked amounts on the check 
book stubs which signify outstanding checks. When- 
ever a deposit is found, set in the amount with the elimina- 
ting button depressed and after the total of the outstanding 
checks has been made, go back over the list and add the 
amounts indicated by the eliminating symbol, ft , which 
in this case will be the deposits. 

The quickest and most satisfactory method, however,, 
is the first one described, where the No. 15 Split & Normal 
machine is used. 
Great By applying this system the labor attendant upon 
Saving reconciling a bank balance is reduced to about one- 
fourth the amount usually required to do the work by the 
old hand method. 
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CHAPTER XX. 

Statement of Operating Expenses and Earnings 

"How can I find work for that machine ?" says the most successful 
man. ( They make work, because then they can take time to do 
the things that have never been done before. They remedy the 
sins of omission. 

COMPARATIVE weekly, monthly, and yearly state- Average 
ments of operating expenses and earnings, are of S* 
great value to the manager and board of directors, a,^ 1186 
The manager who is acquainted with the average of ex- Earnings 
pense and earnings in all departments is in position to ask ^ p 
for an explanation of an increase in expense or note and Manager 
encourage any department in which the earnings run 
above the average. The cost of preparing such reports 
by the hand method often influences managers to do with- 
out a definite knowledge of departmental expenses and 
earnings. The economy resulting from handling details 
on the Burroughs makes a monthly or even a daily report 
possible, and so enables the manager to correct wrong 
tendencies before they result in losses. 

We show in Figure 34, a simple method of keeping 
track of, and making comparisons of, operating expenses 
and earnings. This particular form shows the work 
in an insurance office, but can be readily made applicable 
to any other line of business. 

The form is run through the machine three times for 
each month. The first time for the head office expenses; 
the second time for the expense items of the agencies; 
and the third time for the totals of both. 

From the expense accounts in the ledgers all expense 
items of the head office for the year 1906 are added and 
listed opposite their respective accounts. The spacing 
device is adjusted to give sufficient space between the 
different items. The expense items for the agencies for 
1906 are added and listed in the second column and the 
totals for both the home office and the agencies in the 
third column. The operation is iepeated for the year 
1907. 
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Analysis and Comparativt SUfcmtnt of Exptnm fir ionA of ronm 1907. 



Boom 

Physicians* F< 
Salaries 

1 ifflung 

Advertismg 

Books, Periodicals, etc 

Taxes, Licenses, Fees ct Fines 
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Figure 34 



In this way the work is done in about one-half the 
time required by the hand method, and in addition the 
sheet presents a much neater appearance than it would 
if prepared by hand. 
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CHAPTER XXI. 



Some Cost System Suggestions 



IN FOUR PARTS 



The short-sighted man says: "I haven't any use for it," and he 
thinks he has saved the price by "getting along without it." 
Eighty-five thousand users say he is wrong. 



M 



ANY manufacturers still depend on their balance 
sheets to determine costs and on their com- 
petitors for selling prices. 



On the one hand, a balance sheet gives them little Balance 
opportunity to know what they are paying for, as they No ^ 
take for granted that every operation through which Com- 
their product has passed has been handled at the least {slough 
cost of time and material. On the other, their com- 
petitor's prices are no criterion of what they should 
charge. 

This is veriest guess work. 

"The manufacturer," as a great Chicago merchant Fraction 
well said, "can afford to neglect nothing that will aid in £ e * t is 
the accuracy and ease with which his cost of production Vital 
is to be determined. Here is a matter in which guess 
work will not do, and where a fraction of a cent, in the 
ultimate findings, is of serious moment." 

An interesting illustration of the practical value of a 
cost system as compared with the balance sheet, was the 
experience of a young Chicago concern which manufac- 
tured a line of specialties. A large portion of the product 
was "regular," i. e., could be put through the factory as a 
stock requirement. A certain proportion, however, was Third 
built on special order. Partner 

, t m Insisted 

This firm started in business with a capital of $50,000. on 
The first year of their business existence was very satis- ^g OW " 
factory and the net profits figured in the neighborhood Cost 
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Some of $35,000. Two of the three partners were more than 
Sug- satisfied with this result and were willing to "Let well 
gestions enough alone/' The third partner, however, was not 
satisfied and wished, to know more about how and where 
they made this money. He prevailed on his partners to 
install a cost system. The following year they found 
that while their profits were about the same as the pre- 
vious year, on their regular goods their cost system 
showed them they had made a profit of over $50,000, 
whereas on their specially manufactured product there 
had been a dead loss of nearly $15,000. Thus, while 
the business apparently was earning a good profit, in 
reality there was a large leak which they had not known 
anything about. 

Cost It so happened that in this particular line there were 
j^^™ only three concerns. This young concern, with the in- 
Big formation gained through their cost system, the follow- 
ing season made an extra effort to get the regular busi- 
ness, and by judicious bidding, threw most of the special 
work into their competitors' hands. Within a year one 
of these competitors was obliged to go out of business 
and the other competitor, realizing that in some way the 
younger concern had the best of the argument, made 
approaches and a combination was formed, so that today 
these three young men practically control the entire mar- 
ket in their particular line. 

So much for one experience, which could be dupli- 
cated from the history of many going concerns. 

The average manager, however, approaches the mat- 
ter of installing a cost system from the wrong angle — not 
wanting to know that any of his processes or lines of prod- 
uct are unprofitable. He looks on system as "red tape" 
when in reality "red tape" is not system at all, because a 
system does not clog, but expedites. 
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Any executive should first determine what are the Some 

"D X.' 1 

greatest divisions of expense, then arrange to get an g^f 
accurate line on exactly what makes up those divisions, gestions 
Generally he will find the two main divisions to be time 
and materials. He must know whether he gets all of the 
time and materials he pays for; and then, to what par- 
ticular kinds or items of his product all of this time and 
materials are charged. 

Of course there is then the item of burden, adminis- Burden 
tration, factory and selling, to be taken care of, with as 
fine a subdivision as he may desire. It is not the object, 
nor is it desirable, at this time to go into cost keeping as a 
system, but the following pages of this chapter contain* a 
few suggestions in line with good practice, and the devel- 
opment of the time, work and worry saving qualities of the 
Burroughs in connection with cost keeping. 

PART I. 

Figuring the cost of day labor involves a great Figuring 
amount of addition. The number of hours and the ¥*¥ 
amounts of earnings for each day in the week must 
be transcribed from the clock or time cards to some suit- 
able sheet and then added. This operation necessitates 
three separate processes when the old mental method is 
used. First, the items must be listed; second, the time 
columns expressed in hours and fractions of hours, must 
be added; and third, the amount column must be added. 

When a Burroughs Cost Keeping Machine is used, 
the number of operations is reduced to one and the time 
required to do the work is just about one-fourth the 
amount required when the hand and mental method is 
used. 

The reproduced facsimile of a day labor sheet shows 
the daily record of nine workmen for one week. (Figure 

35.) 
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Figure 35 

Cost sheet showing addition of rates and earnings. 
Both sets of items are added and listed simultaneously. 

A sheet similar to the one illustrated by the reproduc- 
tion is inserted in the machine carriage and the first two 
items opposite "Number" and "Rate" are taken from the 
clock or time card and printed on the sheet with the 
eliminating button depressed, which prevents the amounts 
being added. 

Then the items "10^" and "2.10" are set into the 
machine. The "10}^" is set into the left hand or hours 
and fractions section and the "2.10" is set into the right 
hand or amount section, and by one pull of the handle 
both amounts are added and listed as shown in the repro- 
duced form. 

After the items on a workman's clock or time cards 
have been added and listed — a total is taken which, in 
the case of the first group of items, shows the total time 
put in by workman No. "201" during one week and his 
earnings at the rate of 20 cents per hour. 



108 



A BETTER DAY'S WORK 

The total amount of money earned can be proved by Some 
multiplying the total time by the rate per hour. This s ^ ca 
method of checking the work is easier and quicker than gestions 
to go over the items and check them by calling back. It 
is also a more accurate check because it is done by an 
independent process which eliminates the liability of 
making the same error twice, of which there is a chance 
when the calling back system is used. 

The recapitulation shows the total number of hours Recapit- 
for all the workmen and their total earnings. u a lon 

The Burroughs method of taking off day labor items 
as outlined above has a number of advantages among 
which are: 

First, the record is neatly tabulated on sheets. 

Second, the work can be done in less time and is more 
easily proved. 

Third, the day labor sheet serves as a check on the 
pay roll. 

Fourth, the sheets can be filed away for permanent 
record. There are many other advantages which can 
be appreciated by the cost keeping department only, 
when the Burroughs Cost Keeping Machine is put into 
actual operation. 

PART II. 

When it is desired to find the cost of labor by jobs, it Labor 
is necessary to make use of job tickets on which are K v ? S j b s 
recorded, among other things, the workman's name or 
number or both, the job number, the rate and the amount 
of time consumed by the workman either in completing, 
or partially completing, the job. 

When the job tickets are turned in to the cost depart- 
ment they are sorted by job numbers, all of the same 
numbers being grouped together. The time and amounts 
of earnings are then added and listed by the Burroughs 
Cost Keeping Machine. 
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Cost Sheet showing hours worked and earnings. Both items are added and listed at 

the same time on the Cost Keeping Machine. 

As shown in Figure 36, the job number is printed with 
the eliminating button depressed in order to prevent its 
being added in with the amounts. The first two items 
are placed in the machine. The " 103^" is set in the left 
hand or hour and fraction section and the "2.10" is set 
into the right hand or amount section. Then by pulling 
the handle once both the time and amount are added 
and listed. 

Time When all the items under any one job number have been 

* n< * added and listed in this manner, a total is taken of the 

Ob- time and amounts. These two totals show the amount of 

or^f? ti me ^at h as been consumed on the job and the total 

cost of the job. 
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The tickets can then be sorted by workmen's numbers Some 
and the time and amounts added and listed. In this cal g" 
way the total time and earnings of each workman can be gestions 
obtained. 

The Burroughs Cost Keeping Machine enables an 
operator to add and list amounts like those indicated on 
the form in about a fourth the time ordinarily required 
to do the work by hand. 

PART III. 

In order to keep a record of the cost of material for Material 
each job it is necessary to issue an order for every lot of -j^ y 
material taken from the stock room. On this order is re- 
corded the job number, the amount of material and its cost. 

There are many cases where one job will require 
several lots of material for its completion, in which event 
there will be a number of requisitions made. And, as a 
general rule, only a part of the material required to com- 
plete a job is taken from the stock room on a single requi- 
sition. This necessitates a number of requisitions, which 
are identified with one another by a common job number. 

The orders are turned into the cost department, and 
after being sorted according to job numbers, the cost 
on each order is added and listed on the Burroughs Adding 
Machine. 

As shown in Figure 37, the job numbers are printed 
with the eliminating button depressed in order to prevent 
them being added in with the amounts, and then the 
amounts under each job number are listed and added. 

When a record of this nature is kept, the exact cost Exact 
of any product can be ascertained. In the first place the £ ost . 
labor tickets, on which the job number is recorded, will Ascer- 
indicate the cost of the labor for any job, and the orders teme< l 
or requisition tickets will give the cost of the material. 

Thus, suppose three men worked on job number "342" 
for which two requisitions for material are made, both 
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Figure 37 
Job Sheet showing the cost of material for each job. 

lots of which are passed in rotation through the hands of 
the three workmen who perform separate operations on 
it. Workman No. 1 puts in 93^ hours at 20c. per hour on 
the first lot of material and 8% hours at 20c. per hour on the 
second lot. Likewise, workman No. 2 puts in .8J^ hours 
at 22c. per hour on the first lot, and 9 hours at 22c. per 
hour on the second lot. And workman No. 3 puts in 6 }/i 
hours at 15c. per hour on the first lot and 7% hours at 15c. 
per hour on the second lot. 

Each of these workmen makes out labor tickets with 
time and rate and the job number "342." After the 
tickets have been properly checked by the time keeper, 
they are turned into the cost department. 

The orders for the first and second lots of material 
have also been turned into the cost department and on 
each order is recorded job No. "342." The value of the 
first lot of material is $12.90 and of the second lot is $6.75. 
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Figure 38 
Showing how labor and material cost for a job are calculated. 

Now suppose 100 parts have been made from these 
two lots of material, it is evident that all the cost ac- 
countant must do to find the cost of these 100 parts is 
to sort the labor tickets for job "342" from the others 
and add and list the amount of earnings on each, and 
combine the grand total of these amounts with the cost 
of the material. 

The Burroughs Machine is used to advantage for the 
additions. The work on the above problem, which is 
exceedingly simple, but which serves to illustrate the 
principle, is shown in Figure 38. 

The labor involved to do a large amount of work of Bur- 
the nature described above by the mental process, would Reduces 
make the cost system almost prohibitive on account of Ex " 

pe~ " 

the expense, but by the aid of a Burroughs Cost Keeping of 
Machine many details similar to the above can be han- s >' stem 
died in a short time and with a reduced clerical force. 



penses 
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PART IV. 

Some There are numerous multiplications in connection 
PraC g^' with cost-finding, among which are those for arriving 
gestions at the total cost of a number of pieces at so much per 
hundred. 

Finding Thus, if it is required to find how much 3467 pieces 
^pj^g would cost at $.73 per hundred, the 3467 is multiplied 
by 73, and the product, 25.3091 is pointed off four places; 
two of the places corresponding to the two decimals in 
the $.73 and two additional places because the price $.73 
is by the hundred instead of by the unit . In this manner 
the result, $25.31, is obtained. 

There is a multitude of problems of this nature that 
are frequently encountered in cost-finding. When they 
are worked out mentally an unnecessary expenditure of 
time and labor is wasted because the Burroughs Adding 
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Figure 39 



The products in this example are obtained by making the multiplications with the 
carriage thrown back. The carriage is then restored to printing position and the 
products transcribed to the third column as shown in figure 
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* 

Machine can do this kind of work three times as fast as Some 
it can be done by the mental process. Practical 

The ten problems in Figure 39 were worked out on gestions 
the Burroughs, exactly as reproduced, in 1 minute and 
20 seconds. 

If these same problems are worked out mentally and 
the time required for the calculation is compared with the 
Burroughs method, and the neatness and compactness of 
the work is taken into consideration, the advantages of 
using a machine will be very pronounced. 

In large factories where an extensive cost system is 
maintained, it is very desirable to cut down the clerical 
force as much as possible and also to reduce to a minimum 
the time required to handle the detail. Such multipli- 
cations as outlined above are purely detail work, which 
can be handled much more rapidly and accurately by 
using a Burroughs. 

By applying this method, one good operator can do as Bur- 
much work as three clerks where multiplications are Orioles 
involved. This saving alone should commend the system Clerk's 
to every cost-keeper. ^®" cy 

Space forbids further detail here; but in our new 128- 
page book — "Cost Keeping Short Cuts" you'll find a 
clear and carefully prepared discussion of cost-principles 
and their application to modern business. Shall we 
send you a copy? 
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Figure 40 



Showing how the Burroughs can print the workman's number, tim i 
and earnings on a pay envelope. 
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CHAPTER XXII. 

A Simple Pay -Roll System That Saves Time 

and Work 

THE old way of making up a pay roll by writing down Three 
all the names and amounts by hand and afterward pa^^i 
footing and checking back the amounts mentally Must 
takes a great amount of time. Generally speaking, there gree 
are three parts to a pay roll, all of which must agree in 
respect to amounts of earnings. The three are, the clock 
or time-card amounts, the pay-roll sheet amounts, and the 
total cash taken from bank. In the case of the first two, 
much listing and adding is necessary. 

When the work is done by hand there is not only more 
time consumed, but in checking back item by item, there 
is liability to error. The work is accurately done and 
the time required to do it is diminished when the amounts 
are added and listed on the Burroughs. 

The principle of the Burroughs method of making 
out pay rolls is as follows: 

The workman's time and rate are extended on the Bur- 
clock or time cards, and the amounts are then added and p u . ^u 
listed on a pay-roll slip or sheet, as the case may be. The Method 
time cards are turned over, one by one, like checks, and 
the workman's number and amount of earnings are en- 
tered on the pay-roll sheet. The Split & Normal machine 
adds and lists the numbers and amounts at one operation. 

The listing can be done on the Burroughs in about one- 
fourth the time required to do it by hand. The totals 
are taken, both of the number column and the amount 
column, simply by pressing the total button and pulling 
the handle. The total of the amount column will indicate 
the amount of money necessary to pay off the men, and 
the total of the number column will serve as a check, which 
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Some is used to advantage later on. Figure 41, reproduced 
cai^ug- below, will give an idea of how a pay-roll looks when it 
gestions comes from the machine. 



NUMBERS 


AMOUNTS 




$ * 


12 4 5 


2 2.4 5 


12 4 6 


1 8. 5 0' 


12 4 7 


1 9.4 5 


1'2 4 8 


2 2.3 4 


12 4 9 


1 3.5 6 


12 5 


2 5.0 


12 5 1 


2 3.5 5 


12 5 2 


2 2.7 5 


9 9 8 8 


16 7.60* 



Figure 41 

Amounts As soon as the numbers and amounts have been taken 
Num- ' rom * ne time cards and added and listed on the pay-roll 
bers sheets, it is desired to print the workmen's numbers and 
aVone amounts on tne P av envelopes. (Figure 40.) If this is 
Opera- done by hand, it is necessary to add the amounts aftej- 
tlon wards and check back the numbers, to see whether the 
correct amounts are opposite their respective numbers. 
With the Burroughs in use, neither of these processes is 
necessary, since the machine is capable of listing the 
amounts and numbers on the envelopes at one operation 
and accumulating the totals. Each envelope is inserted 
into the carriage like a sheet of paper and turned up a cer- 
tain distance, which the eye can regulate accurately and 
quickly, and the number and amount are taken direct from 
the pay-roll sheet and printed on the envelope, the envel- 
ope turned out and the next one inserted. This opera- 
tion is repeated for all the envelopes. When the last 
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number and amount have been printed, the total for the Some 
numbers and the total for the amounts, which show on ^g tl_ . 
the adding wheels of the machine, should agree with the gestions 
corresponding totals on the pay-roll sheet. This proves 
that the workmen's numbers and the earnings have been 
correctly printed on the envelopes. 

This work is done very quickly on the Burroughs. Proving 
In addition to this advantage both the numbers and Q e , 
amounts are proved by comparing the totals with those on 
the pay-roll sheet, which is a more accurate method than 
calling back. By employing the machine for this purpose 
the liability of making errors either by entering wrong 
amounts or by getting numbers opposite wrong amounts 
is reduced to a minimum. 

If the total amount of money agrees with the envelope 
and pay-roll totals when the paymaster begins to fill the 
envelopes and the amount left over just before the last 
envelope is filled is exactly the required amount for that 
envelope, it will be a remarkable coincidence if all the 
envelopes do not contain the correct amounts. 

These are the principles entering into the preparation Bur- 
of a pay roll by the Burroughs method, which reduce JJJ* 
time and labor and assure accuracy. There is no other Work no 
machine that will list and add amounts and numbers Q^ e j) 
simultaneously with as large a totaling capacity as the 
Burroughs. 

Suppose one of our representatives were to demon- 
strate this system in connection with your pay roll — it will 
cost you nothing for the demonstration. 
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CLCfcHS 


COST 


•CLLIMO 


M6. 


mice 


PWICt 


1 


100 


* 

125 


1 


233 


335 


3 


22 


45 


5 


765 


i i 4 5# 


4 


133 


235 


6 


24 


50 


6 


40 


7 5 


2 


120 


235 


2 


125 


250* 


3 


300 


500# 


6 


14 5 


350 


5 


760 


1125 


1 


120 


234 


2 


75 


1'4 5# 


2 


210 


354# 


3 


165 


375 


5 


130 


225 


6 


70 


135 


4 


225 


335# 


1 


50 


124 


5 


87 5 


1.13 5 


5 


165 


345 


4 


3 50 


4 4 5* 


6 


390 


554# 


3 


165 


235 


3 


375 


555 


5 


35 


65 


6 


25 


45 


2 


125 


225 


4 


25 


33 


5 


37 


74 


1 


50 


112 


6 


14 


22 5# 


2 


385 


500# 


4 


14 5 


235 


5 


120 


143 


3 


140 


234 


6 


165 


334# 


•4 


125 


22 5 


3 


90 


135* 


2 


87 


12 2* 


2 


1 20 


235 


2 


2 5 


344 


1 


14 5 


2-35 


6 


180 


23 5# 


5 


400 


500# 


4 


4 20 


500# 


2 


1 7 


35# 


1 


165 


235 


4 


225 


3 4 4 


3 


900 


1125 


3 


160 


34 5# 


5 


5 3 


7 0# 


•3 


220 


3 3 5 


1 


522 


6 50 


3 


2 4 


6 5 


2 


2 5 5 


3 4 5 


6 


14 5 


224 


CASH 


7 5 10 


11466* 


CREDIT 


So. '4- 


79. rf * 


TOTAL t2S.2t 


flf.JtS 



Figure 42 

Showing how the Burroughs can list Clerks' Nos. and add and lfst 
Cost and Selling Prices at one operation. 
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CHAPTER XXIII. 

Cost and Selling Price Daily Sales Sheet 

for a Retailer 

THE retailer should know what he makes each day, Retailer 
where he makes it, and who makes it for him. j^^ w 
He very properly objects to the expense of most What he 

M&kcs 

systems, and frequently loses the benefits that a thorough 
knowledge of the work his sales department would insure 
to him. 

The following is offered to the small, as well as large 
retailer, as a simple system for getting important infor- 
mation about the daily sales. 

The forms shown illustrate a system that has been 
found of advantage to the retail store proprietor. The 
strip of paper ribbon shown in Figure 42 represents a 
portion of a day's sales, and the items on the sheet, Figure 
43 — comprise a recapitulation of these sales. 

The left hand section of the machine used is made up 
of one column of red keys and is used for clerks' numbers. 
The other two sections are of six columns capacity each, 
and are used for the purpose of adding and listing the cost 
price in the center section, and the selling price of goods in 
the right hand section. 

Every time a clerk makes a sale, he goes over to the How the 
Burroughs, puts his number in the left hand section, the yjo&a 
cost of the goods he sells in the middle section, and the Out 
selling price in the right hand section, and pulls the handle. 
This operation not only records the items and identifies 
them by printing the clerk's number, but also accumulates 
the cost and selling price in the adding mechanism of the 
machine. 

121 



BETTER 



DAY 



WORK 



1 


SALES RECAPITULATION 




DATC 




CICMK 


COST 


imiw 


CtKR* 


COST 


•KLIWMV 
















NO. 


PRICK 


PMICK 


NO. 


PRICK 


PMICK 




















* 




• 


* 
















1 


100 
. 233 

120 
50 
50 
125 
145 
165 
522 

1510 


125 
335 
234 
124 
112 
225 
235 
235 
650 

2275* 

* 


5 


765 
760 
130 
875 
185 
35 
37 
120 
400 
530 
220 

2362 
1695 

4057 


1 1 4 5# 
1125 
225 
1135 
345 
65 
74 
143 
500# 
7001 
335 

3447* 
2345* 

5792* 
















2 


120 
12 5 

75 
210 
125 
3.85 

87 
120 
250 

17 
255 

870 
899 

1769 


235 
250# 

14 5* 

354* 

225 

5001 

122* 

235 

344 

35* 
34 5 

1 384 • 
1406* 

2790" 

* 


6 


24 

40 
14 5 

70 
390 

25 
14 
165 
180 
14 5 

4 4 9 
875 

1324 


• 

50 

75 

350 

135 

5541 

45 

225* 
3341 
235* 
224 

879* 
134 8* 

2 22 7 * 
















3 


22 
300 
165 
165 
37 5 

140 

90 
900 
160 

24 

1791 
550 

234 1 


4 5 
500* 
37 5 
23 5 
555 
234 
1351 
112 5 
3 4 ^« 

6 b 

2634 " 
980* 

36 1 4 * 


















- 




4 


133 


» 
235 














IICI 


BAPITUU 


ITION' 






225 


3 3 51 




















3.50 


4 4 5* 














CLcmt 


COST 


KUMt 






25 


33 














NO. 


PRICK 


PRICK 






14 5 


235 


















* 






4.2 


5 0* 
























225 


3 4 4 














1 


1510 


227?. 




















2 


1769 


"2790 






528 


847* 














3 


234 1 


361 4 






995 


1280* 














4 

5 


152 3 
40.57 


2 127 
5792 






1523 


2127 ♦ 














6 


1324 


2227 
























1 2524 


16825* 



Figure 43 
Tfcis is a simple form of Cost-Selling-Price Daily Sales Sheet for a Retailer. 
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Whenever a credit sale is made, a button on the ma- Some 
chine, which reads "credit" is depressed before the amount P ractical 
is set into the machine. Then the amount, including the gestions 
clerk's number, is set in as outlined above, and the han- 
dle pulled. By this operation the item is recorded on 
the sheet but not added. The symbol, •//• , indicates 
these items. 

The machine is used in this way by all clerks through- 
out the day. In the evening a slip containing all the 
items is taken from the machine. The total shows the 
total cash sales for the day and also the total cost of the 
goods sold for cash. A recapitulation of the credit 
amounts is then taken, by summing the items opposite 
the symbol, -//- , this gives the total credit sales, cost, and 
price. 

The items can then be recapitulated by clerks, giving 
first the cash sales, and then the credit sales. The sales 
for each clerk can be easily grouped together by the clerks' 
numbers, showing total sales, both cash and credit. 

The clerks' numbers on the recapitulation sheet are Each 
printed with the eliminating symbol, ][ , which prevents f? le t - 
their addition. After the cash and credit sales of each fied by 
clerk are obtained, a summary is made, the total sales £ ler H^ 
of which should agree with the original slip. This opera- 
tion furnishes proof of the sales sheet items. 

Of course this same machine can be used to take off Same 
trial balances, prove postings, invoices, etc., as well as Machine 
for the purpose noted. for 

This system is used by a number of retailers at a great Things 
saving in handling their sales, postings, etc. 

Other uses for Retailers will be sent by mail, or demon- 
strated in your store, on request, without cost or obliga- 
tion to you. 
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Decimal 



leths 



.015625 

.03125 

.046875 

.0625 

.078125 

.09375 

.109375 

.125 

.140625 

.15625 

.171875 

.1875 

.203125 

.21875 

.234375 

.25 

.265625 

.28125 

.296875 

.3125 

.328125 

.34375 

.359375 

.375 

. 390625 

.40625 

.421875 

.4375 

.453125 

. 46875 

. 484375 

.5 



S8ndt 



6 



8 



64ths 



9 



11 



13 



15 



5 

7 



9 

• • < 

11 



13 

• • ■ 

15 



17 



19 



21 
23 



25 
27 



29 
31 



Decimal 



.515625 

.53125 

.546875 

.5625 

.578125 

.59375 

.609375 

.625 

.640625 

.65625 

.071875 

.6875 

.703125 

.71875 

.734375 

.75 

.765625 

.78125 

.796875 

.8125 

.828125 

.84375 

.859375 

.875 

.890625 

.90625 

.921875 

.9375 

.953125 

.96875 

.984375 



l«ths 



Sftub Mths 







33 


* • * • 


17 


• • • • 

35 


9 




37 


• a • • 


19 


• • • • 

39 


10 




41 


1 • • * > 


21 


• • • • 

43 


11 




45 


.... 


23 


47 


12 




49 


.... 


25 


• • • • 

51 


13 




53 


.... 


27 


• • • • 

55 


14 




51 


.... 


29 


• • • • 

59 


15 




61 


• • • • 


31 


a • ■ • 

63 



Figure 44 
Table of Decimal Equivalents of Fractions from ^ to %% 
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CHAPTER XXIV. 
A Mechanical Check on Invoices 

"It is a trite saying that sin will find you out, but there are certain 
sins which you must spend time in searching after — among them 
being the error in bookkeeping." 

BEFORE a business man will send his check in pay- Process 
) ment of a bill of goods, he proves up the invoice. ™i ous t 
This proof requires a considerable amount of a Bur- 
figuring and involves the multiplication of fractions as rou g lls 
well as whole numbers. Work of this kind takes time and 
often comes when other business is pressing and the time 
required to check up invoices can ill be spared. . Even 
when there is no press of other business the process is 
more or less tedious when done mentally. 

The mechanical method, made possible by the Bur- 
roughs, cuts in half the time required for the calculations. 

If large amounts are involved it may be necessary 
sometimes to carry out the decimals for thirds to another 
place, but for the majority of cases the three place deci- 
mals will suffice. As a rule the fractions run from yb to Yi , 
but the table shown in Figure 44, gives decimal equivalents 
from iV to ff. 

It has been proven by fair tests that the Burroughs Bur- 
is capable of making straight multiplications more than £?," ghs ls 
three times as fast as it is possible to multiply mentally. Times as 
Consequently, it stands to reason that the multiplica- Fast 
tions necessary to check an invoice can be made on one 
of these machines in considerably less time than will be 
required to do the work mentally. 

The first item is proved by setting the repeat button A 
for multiplication, placing 144 (equivalent to 1 gross) p ypica ! 
in the machine as a multiplicand and using 933 as a 
multiplier. After converting the vulgar fractions into 
decimals according to the table, the multiplication is 
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Some performed in the usual way and the product pointed off 
Practical |- ne required number of places. In this manner the result, 
gestions $13.44, is obtained. 

We will take the following items for illustration: 



1 gross mops 


.09 ^c 


— 


$13.44 


2 gross brooms 


.12j^c 


= 


36.00 


75 lbs. candy 


.14%c 


ss 


11.06 


225 lbs. lard 


,0S 2 /3C 


— 


19.50 


56 yds. linoleum 


.27j^c 


ss 


15.40 


125 yds. oilcloth 


.16^c 


ss 


20.83 



In order to give an iblea of the advantage to be derived 
by using a machine for work of this nature, the items 
given in the illustration have been checked by a good 
mental calculator and a good Burroughs operator. When 
the results were obtained mentally the time required was 
2 minutes, 30 seconds. With the machine it took only 
1 minute, 30 seconds. This comparison of methods by 
actual time shows the superiority of the Burroughs method 
unquestionably. 

Multipli- Where there are a number of items to be checked 

cation s i m il ar to those we have given, the Burroughs does the 

on the work in the least possible time. A little practice will 

Bu l" soon enable the operator to become quite expert in multi- 

rou&rns 

plication, and he will find that the work can be done in 
about one-half the time ordinarily required to multiply 
with a pencil, and at the same time he will save himself 
the mental fatigue which attends the slower process. 

Demonstration of this system, applied to your special 
requirements, will be given free on request. 
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CHAPTER XXV. 

Checking Tabulations by 
Multiplication 

Did it ever occur to you that "Time is money?" Aren't you 
wasting money when you could do twice as much effective work 
with a machine as without it? 

THE form reproduced in Figure 45 illustrates well 
how the Burroughs can check up a tabulation 
by multiplication. 

It represents a Gas Company's list of the cubic feet 
of gas and the amounts, which are taken from the con- 
sumer's ledger. 

The tabulation is made by a Burroughs Split & Nor- 
mal Machine. The number of cubic feet of gas is entered 
in the left hand section of the machine, and the amount 
is entered in the right hand section. An item in each 
section is added and listed by one pull of the handle. 

A sub-total is taken at the bottom of each column by Multi- 
depressing the sub-total button and pulling the handle. P llcatM >n 
The sub-total is repeated at the top of the following pedites 
column to make sure that no amount was placed in the Work 
machine by accident when the sheet was turned back 
and shifted to the next column. When all items have 
been listed the grand total is printed under the last col- 
umn in the usual manner. 

The price of gas in this case is 8c. per 100 cubic feet, 
for all accounts. Therefore, the amounts should be equal 
to their respective number of feet of gas multiplied by 
eight. 

It would be a tedious job to multiply each item in the 
"number of feet column" by eight in order to prove the 
amounts. This is unnecessary when the operator has 
used the Burroughs. He knows that the two footings 
are correct and since both the number of feet and the. 
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110 
St 

40 

109 

4.07 

66 

VI 

• 9 
67 

y 

lot 

• 
4S 

• 4 

SS 
63 
74 
SS 
38 
9.96 
33 
• 
10 

• 6 
69 
14 
30 
36 
36 

e 

14 
17 
86 
33 
33 
93 
74 
19 
94 
77 
SS 
96 

108 
90 
18 

149 
14 
31 
71 
90 
96 
96 
69 
19 
99 



6,60 
4.16 
984 
440 
896 
7.04 
66 

ao4 

696 
6.94 

aos 

6.40 
960 
918 

4.40 
1.6 4 
893 

4.40 

1.76 

1248 

896 
64 
80 
7.6 4 
993 
1.13 
840 
224 
824 
64 
1.13 
1.96 
834 
1.76 
1.76 
364 
993 
1.93 
4.93 
616 
300 
7.8 4 
816 
4.00 
1.44 
13.60 
3.13 
24 8 
968 
240 
904 
368 
SS3 
3.2 
4.24 



31104 33833* 



104 
47 
99 
49 
79 
#6 
• 9 
46 
99 
19 
30 
6 
87 

?: 

37 
19 

80 
17 

*} 

96 
91 
89 
39 

30 
41 
37 
40 
31 
33 
96 
33 
39 
14 
49 
94 
38 
17 
49 
30 
,9 
9 
19 
31 
94 
13 
96 
89 
14 
33 
13 
30 
11 
40 
2 

4&03 



89898* 


976 


118 


996 


638 


888 


298 


164 


264 


1.99 


160 


64 


816 


3.44 


7.60 


816 


1.04 


3.60 


1.96 


3.6 6 


46 


446 


246 


3.8 4 


3.3 4 


3.60 


936 


216 


930 


3.68 


1.76 


904 


3.76 


293 


0.13 


944 


273 


23 4 


1.36 


360 


1.60 


24 


73 


3.20 


24 6 


273 


96 


46 4 


833 


1.13 


3.76 


96 


3.60 


88 


330 


3*60 


36016* 



96016* 

240 

64 

3.93 

113 
1.96 

174 

96 

218 

66 
S04 
216 

64 

1.80 
96 

240 

60 

66 
3.04 
104 
128 
634 
193 
3.20 
193 

48 
944 

80 

64 
296 
140 
273 
10 4 
■684 
3.88 
208 
393 
240 

48 
273 

73 

200 

136 

136 

89 233 

86 224 

39 200 

64 
19 104 
36 224 

88 
313 
126 
272 

68 
193 

87.73 46176* 



E Jff* 


OmA 


TT8 


46176* 


89 


238 


IS 


180 


94 


278 


80 


160 


91 


4.06 


99 


260 


19 


-104 


97 


7.76 


9 


84 


36 


204 


119 


204 


13 


96 


96 


304 


96 


304 


24 


193 


31 


168 


6 


64 


29 


200 


19 


104 


27 


216 


91 


248 


4X 


376 


96 


288 


69 


680 


87 


216 


16 


14 4 


33 


264 


76 


60S 


9 


40 


44 


393 


33 


296 


33 


280 


70 


960 


36 


288 


49 


360 


60 


480 


23 


176 


7 


96 


19 


198 


9 


24 


21 


168 


99 


440 


16 


128 


20 


160 


26 


20 8 


91 


24 8 


17 


136 


34 


273 


29 


233 


18 


144 


63 


204 


13 


104 


33 


26 4 


37 


296 


36 


234 



7998 6,0 7.64* 



J 



Figure 45 

Debit sheet of a Gas Company, showing the number of feet consumed and 
price added and listed at the same time- 
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amounts have been listed simultaneously he knows that Some 
the number of feet will be opposite their respective g™_ lca 
amounts. Hence, all that is necessary to prove the work is gestions 
to multiply the grand total of. the " number ol feet" by 
eight. If the product thus obtained agrees with the 
grand total in the "amount" column the work needs no 
further proof. 

This method illustrates another application of the 
Burroughs other than simple adding and listing work. 

Similar methods can be applied with excellent results Public 
to many public service corporations such as Electric or s 
Lighting and Power Companies, Water Works, etc. 

Hundreds of them already know the advantages of 
the Burroughs Mechanical Accounting Systems. There 
are other hundreds who could save money and time and 
work by a little investigation. 

Forms showing application of this system to other 
lines will be sent free on application. 
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*~4 


i 


w~. 






tflik 










Accovma Riew«*u on t)oe«e o». 












inn 








•r* 


Dm Imt ■ 




lOlmaik. 


f*T 


1*1 


I*** 


I'M* *••«* 




|c. Brovnell 


es 


40 


3 


41 


45 


70 










7» 


87 . 




Snlta ft Son 


46 


60 


















46 


W> • 




Jonoe * TiinHT 


s 


60 


6 


6< 


30 


23 










40 


SP e 




F • BrOOU 


48 


80 


















48 


80 • 




C. BOOOU 


504 


66 










40 


67 






348 


S3 • 




C. Rooking 


48 


60. 


















48 


60 « 




Jonas A Btorkey 


40 


86 














Ji 


60 


m 


H a 




1. Olfford 


r« 


66 


















86 


66 , 




Stoma Bakery 


400 


80 


46 


6C 






4 


55 






481 


68 a 




Armour Pkg. Co. 


M 


60 


















66 


60 * 




1. Jeneen 


60 


80 


















60 


60 o 




Powell * Bart 


600 


60 


















600 


60 * 




Boner * Stroking 


8 


08 


7 


01 


70 


16 


70 


BO 




>40 


1*8 


80 > 




H. Bradley 


304 


40 


















304 
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Figure 46 

The names are entered on the sheet first and the amounts filled in afterwards 

with the adding machine. 
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A BETTER DAY'S WORK 

CHAPTER XXVI. 

Easy Way of Tabulating Accounts Receivable 

for Credit Department 

"The trouble with most of us is that we don't grasp the opportu- 
nities that come our way. You have a good opportunity right 
now to secure some new and valuable ideas from one of our sales- 
men. Our men put in all the time they have learning new things, 
meeting business men like yourself, studying accounting con- 
ditions like yours and arranging systems for them. A Burroughs 
man is just that much more than a salesman — he is a helper." 



T 



HE use of the Burroughs greatly simplifies the Cross 
making of a monthly or weekly analysis of out- j *! ." 
standing accounts for the credit department. The Carriage 
cross-tabulating carriage enables the operator to list items 
overdue thirty, sixty, and ninety days and total the 
amount on each account, thus necessitating only one 
turning of ledger leaves to record accounts in need of 
attention. 

Since the standard typewriter spacing is the same stand- 
as that used on the Burroughs Machine it is an easy Sf d 
matter to write in the names first, then to adjust the writer 
sheet in the machine carriage so that the first row of Sp* 0111 ^ 
items will fall opposite the first name. This done, all 
items following will fall opposite their corresponding 
names, as shown in Figure 46. 

You may think that the old hand method of doing 
this kind of work is the best one, but you can't be sure 
of it unless you have made a comparison between it and 
the Burroughs method. 

Since it doesn't cost you anything to make this com- 
parison and also, since our method might be of service to 
you, why not try it ? 

One of our salesmen will be glad to show you how this 
is done — in your own office — without cost or obligation 
to you. 
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Figure 47 

The total in the lower right hand corner checks both the "weekly totals" 

and the "daily totals." 
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A BETTER DAY'S WORK 

CHAPTER XXVII. 
A Shorter Way of Checking Statistics 

WHEN a sheet contains several columns of items Bur- 
which must be cross-footed as well as column- ? ou £ h ! 
footed, the Burroughs Adding Machine is the Safe- 
best safeguard to prevent errors. guard 

The amounts can be entered more rapidly and more 
neatly by the aid of the machine, and at the same time the 
operator is assured that the items which are printed on the 
sheet are added correctly. All that is necessary for cor- 
rect results is to depress the proper keys. The machine 
does the rest. 

The amounts can be tabulated either in column form 
or in rows across the sheet. One set of footings is made, 
whichever the method chosen. 

The table of amounts shown in Figure 47 has been 
made by tabulating in columns. A clearing signal, *, is 
printed at the top of each column, then the items are 
added and listed and a total taken in the usual manner. 
Then the rows are cross-footed by the machine, the 
machine carriage being thrown back so that the amounts 
will not be entered on the sheet, and the total is printed 
in its proper column by restoring the carriage to normal 
position, depressing the total button and pulling the 
handle. The next row is then footed in a similar manner. 
The cross-footings are then totaled on the machine 
and the grand total printed at the bottom of the column 
of cross-footings. The totals of the other columns are 
then added, and if the grand total of these totals agrees 
with the grand total of the cross-footings, the operator 
knows that his work is correct. 

This suggestion is given not only for the purpose of Bur- 
showing how certain kinds of work can be proved, but rou ghs 
to accentuate the fact that the Burroughs is far more 
than a mere adding and listing machine. Forms show- 
ing application of this method to different systems of 
accounting and lines of business, sent free on request. 
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Figure 48 

Leather Invoice Sheet prepared on the Burroughs Automatic Counter Machine. 
Note the items counted and the totals printed. 
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A BETTER DAY'S WORK 

CHAPTER XXVIII. 
A Quick Method of Handling Leather Invoices 

THE old method of making out an invoice of hides Old 
similar to the reproduced facsimile, was to list the Method 
number of square feet in each bundle by hand, 
then go back and foot, the column mentally, which in 
this case is complicated on account of the fact that frac- 
tions are used. Then the items in each column were 
counted and the total set down opposite the footing. 

In other words there were three separate processes 
which had to be performed by the hand and mind. 

The Burroughs lists and adds at one operation the 
number of feet in each hide, including the fractions and 
also the "1" opposite each amount, which is equivalent 
to a counter. 

It is not even necessary to press down a "1" key to 
add and list the "1" because the machine does this 
automatically every time an amount is added and listed. 

When all the amounts have been listed on the sheet, 
together with the column of "l's," the totals of both 
columns are obtained by simply pressing the total button 
and pulling the handle. The total of the "1" column 
shows the number of hides and the total in the amount 
column shows the total measurement of the hides, as 
shown in the invoice reproduced in Figure 48. 

In order to give an idea of the difference in the time Com- 
required for a good mental calculator to add and list the parison 
amounts, make the footings, and then count the items, and 
a good Burroughs operator to do the same work with a 
machine, that counts the items automatically, a test was 
made. It took the man who used pencil and paper 7 
minutes, while a Burroughs operator required only 2 
minutes and 50 seconds to complete the work. The work 
of the former was hand written while the work of the 
latter was printed exactly as reproduced. 
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Figure 49 

The Bale numbers and the Bale weights are set down at the same time with the 
Split & Normal Machine. The weights only are added. 
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A BETTER DAY'S WORK 

CHAPTER XXIX. 

A Quicker and Easier Way for Making 

Cotton Invoices 

A COTTON invoice can be made, out on a Burroughs 
in less than half the time it takes to make one 
by hand. 

When the work is done manually the bale number 
and weight must first be listed and the weights added 
afterward, or in case a shipping statement is made out 
which contains the weights and number of bales, the 
weights must be added and listed by hand and the items 
must be counted. 

The Split & Normal machine enables the operator 
to list the bale number and to add and list the weight 
at one operation. Thus in Figure 49 the first items " 101 " 
and "513" were set into their respective sections of the 
machine keyboard and the former was listed and the 
latter listed and added by pulling the handle of the ma- 
chine only once. 

The automatic item counter machine can be used in item 
making out shipping statements. This machine prints Counter 
a "1" automatically every time an item is added, and 
also prints the total of the "1" column automatically 
when the total of the amount column is printed. 

The facsimile form — Figure 49 — reproduced gives a 
clearer idea of the method of making out cotton invoices 
on the Burroughs. The automatic item counter works, 
as in the leather invoice, shown in Figure 48. Facsimile 
forms, as used by concerns handling their invoices in this 
way, free on request. 
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Figure 50 



Daily Recapitulation of Sales by Departments, Clerks, Stock and Lot Numbers 
Cost and Selling Price, as made on a Style No. 15 Split & Normal Burroughs. 
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A BETTER DAY'S WORK 

CHAPTER XXX. 
System for a Retail Clothing Concern 

THE illustration in Figure 50 is a daily recapitula- 
tion of sales made on a No. 15 Split & Normal 
Burroughs with an automatic cross-tabulating 
carriage. 

The idea was obtained from a retail cloak and suit 
dealer in the city of Detroit and shows how the sales are 
classified by departments and clerks. 

The system is very simple and has the advantage Daily 
of indicating the daily profit on goods sold. * tm?' 3 

A perforated tag, similar to those in Figures 51 or 52, lated 
is attached to each garment. On the upper and lower 
half of this tag is written the Stock No., Lot No., Size, 
Description, and Selling Price. 

When a sale is made the clerk tears off the lower half 
of the tag and writes his or her number on it. This num- 
ber is enclosed with a circle in the illustrations. 

The upper part of the tag is delivered with the gar- 
ment and the lower part is sent to the cashier. 

The large tags are attached to the larger garments 
such as skirts, coats, etc., and the small tags are attached 
to waists, petticoats, etc. 

They are made of different colored cards, each color Different 
designating a certain department. In this way they are ^£ j™ 
easy to sort into their respective departments when the 
sales recapitulation is made. 

Every morning, the cashier assorts the tags for the pre- 
vious day's sales, by departments. This is quickly done 
by grouping them according to colors. 

Then he takes them over to the Burroughs Bookkeep- 
ing Machine and lays his stock order book near by so 
that he can consult it for cost prices. 

The machine is split so that the keyboard is made up 
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of two independent sections. Then the clerk's number, 
(enclosed in the circle), is listed. The pull of the handle 
that lists this number shifts the carriage automatically 
so that the stock number and lot number can be listed. 

The stock number is set up in 
the left hand section of the key- 
board, and the lot number in the 
right hand section. A pull of the 
handle lists both simultaneously 
and shifts the carriage over so that 
the cost and selling price can be 
added and listed. 

The cost price is now looked 
up in the stock order book, using 
the stock number, already listed, 
Figure 51 as a reference. This amount is 

then set into the left hand section 
and the selling price, (indicated 
on the tag), is set into the right 
hand section. A pull of the 
handle adds and lists both 
amounts simultaneously, turns 
the sheet up a space and returns 
the carriage to its original posi- 
tion, automatically. 

By this method, all the infor- 
mation for each sale, consisting 
of five items, is tabulated at one 
operation, adding only the cost 
and selling prices. 

A complete record of sales 
by clerks and by departments is 
kept in this way. By having a 
daily record of this kind a de- 
tailed reference to a sale can be produced upon a 
moment's notice in case of returned goods or a dispute 
with a customer in making exchanges, settling bills, etc. 
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CHAPTER XXXI. 
Daily Balance System for a Retailer 



T 



HE following system is a practical illustration of Bal- 
the way in which a Burroughs Adding Machine ^S™* 9 . , 
can be used by a Retail Grocery for getting a Auto- 
daily and weekly balance. It is operated in connection matic- 
with a ticket charge system and not only shows the 
standing of all accounts, but automatically checks the 
balances brought forward on the tickets. 

The system is as follows: — The sales tickets are made 
in duplicate. 

All cash sales tickets go to the cashier, who files them 
on spindles by the different clerks. At the end of the 
day, or the first thing the following morning, he adds and 
lists these tickets by clerks, thus obtaining the total cash 
sales for each clerk — see Figure 
53. This total also serves in balan- 
cing the cash, as will be explained 
later. 

The charge slips are filed in racks 
alphabetically. The original slip 
for charge sales is white and the 
duplicate is pink. 

When a charge sale is made the 
original is filed in the rack and the 
duplicate is given to the customer. 

In case a payment on account 
is made with the purchase of goods, 
the pink (duplicate) sales ticket is 
filed and the original is given to the 
customer. 

The rack now contains charge 
sales and payments. 
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Amee, L.L. 
Atkins, T.L. 
Atoheson, M.S. 

Banfllgan, 1«S. 
Bennett, M.L. 
Bennett, P.I. 
Bowen, A. 
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Figure 54 
McCaskey System Weekly Trial Balance. 
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In order to get a daily balance it is necessary to find 
out how much has been charged and how much has been 
paid on account, during the day. 

The charges and credits addition is shown in Figure 55. 

This total, together with the total cash sales which is 
taken from the cash sales tickets as described above, 

gives the total amount of cash 
received during the day, and in this 
way the cash is balanced. 

Now if all the extensions are 
made correctly on the tickets, the 
total of yesterday's balances on 
acting accounts, deducted from the 
total of today's balances, plus the 
payments on account, will give the 
amount of charge sales for the day. 

In order to prove absolutely 
the extensions on all active ac- 
counts for the day, the charge sales 
indicated on the tickets are added 
and listed, and the total printed. 

Then, if the difference between 
yesterday's balances and today's 
balances, plus the payments on ac- 
count, agrees with this total, the 
bookkeeper has assurance that each 
and every customer's ticket is absolutely correct. 

Once a week, the customer's debit balances are trans- 
ferred to a sheet as shown in Figure 54, a space being left 
at every fourth item, to accommodate new names that 
may be added to the list of accounts. The names are 
arranged alphabetically. 

Thus, for March 6th, the debit balances of customers 
are added, and listed opposite their respective names. 
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Some This sheet is kept before the cashier. 

Proctic&l 

Sugges- Any credits to account, made during the week, are 
tions entered with pen and ink opposite the name of the cus- 
tomer who makes the payment. 

The next week, the debits are drawn off in a second 
column, and credits to account for that week are entered 
with pen and ink. A total of the pen and ink credits 
on this sheet for the week, is balanced against the total 
weekly credits taken from the customers' tickets with 
each daily balance. In this way the sheet is kept in per- 
fect balance with the customer's accounts. 

Credit The pen and ink credit on the sheet acts as a detective, 
^rTtec^ enaD ^ n £ the proprietor to tell at a glance just how each 
tlve account stands. 

For instance, the account of N. S. Abbott, in Figure 54, 
shows an increase from $%.55 on March 6th to $14.42 on 
March 27th. This account needs attention, and the facts 
regarding it are easily discovered by consulting the bal- 
ance sheet. 

If Another advantage of this sheet is, that it gives the 
ReSnls exac ^ standing of all accounts, which would be a very 
are Lost valuable piece of information in case the original records 
were destroyed. 

This system is in actual operation in the store of J. C. 
Burke & Son, of Springfield, Mass. 



144 



A BETTER DAY'S WORK 

CHAPTER XXXII. 
Taking Inventories With the Burroughs 

THE adding machine is very useful in connection 
with inventories taken by manufacturers, job- 
bers, wholesalers or retailers. No matter what 
the difficulties may be on account of discounts to be 
figured, inaccessibility of the adding machine, etc., the 
sheets can always be footed correctly and quickly with 
the Burroughs. 

There are many instances, however, where the machine Does 
can do a great deal more than to simply make the footings. More 

The illustration, in Figure 56, shows a factory inven- 
tory sheet of finished parts. The entire sheet, with the 
exception of a few hand notes, was prepared with the 
Burroughs, including the multiplications for extensions. 

Inventory of this stock was taken on small tickets, a Inven- 
symbol being entered on each ticket according to the class Jj?. 1 ? . 
of stock, together with the number of parts. 

After completing them thus far, they were taken to the 
finished-stock keeper, who compared them with his per- 
petual stock record, and checked this record. 

.He then entered the cost of the parts on their respective Multi- 
tickets, and made the extensions by multiplying with the vkn^S 
Burroughs. 

The tickets were then sorted according to certain 
groups of finished parts, and the items tabulated on sheets 
with the machine. There was a great amount of time 
saved in doing this work mechanically, a large part of 
which was due to the adding and listing of the amounts at 
one operation. 

There is a large stationery house in the city of Detroit, 
that makes a nice use of its machine for inventorying the 
stock in the ground-floor sales-room. 
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Figure 56 
Factory Inventory Sheet, showing parts indicated by a symbol. 
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One clerk goes over the articles on counters, shelves, Some 
and in show cases, calling out their values to another clerk s JjJ£ lca 
at a Burroughs. Each amount is added and listed as it is gestions 
called, and the totals are taken by certain counters, groups 
of shelves, and show cases, showing the value of stock con- 
tained by each. 

The advantage of doing the work this way is, that the 
total value is obtained as soon as the last item has been 
called. 

The method usually employed in a grocery is for two 
clerks to go over the stock, one calling off the kind and 
amount, and the other entering them on sheets. 

The sheets are then sent to the buyer, head bookkeeper, 
or some one in authority, who enters the prices and exten- 
sions. 

The prices can be tabulated directly to the sheet with 
the Burroughs. 

Then the extensions are made by throwing the ma- Booklet 
chine carriage out of printing position, making the multi- jj^^ 
plications, and restoring the carriage when the total is plication 
printed. By this process the number of articles, and cost 
per article, can be seen on the sheet in the carriage while 
the multiplications are being made. 

There are hundreds of inventories that can be taken 
with the Burroughs with a saving of much time and labor. 
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Figure 57 
Practical Stock Record Card as used in a Factory Storeroom. 
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CHAPTER XXXIII. 
Stock Record and Perpetual Inventory 

THE Burroughs bookkeeping machine is a fine assist- Separate 
ant to the stock-keeper who looks after the raw £ al r for 
stock, for checking up balances, and making ex- Class 
tensions on the perpetual stock record, and inventory. 

The illustration in Figure 57 shows a raw-stock 
record card, on which has been recorded a number of 
receipts and issues of stock with prices and balances of 
stock on hand. With this system there is a separate card 
for each class of stock. Suitable column ruling is used 
for dates of orders, amounts received, amounts issued and 
balances on hand. 

The reverse side contains columns for amounts issued 
and the balances, the items being carried forward to this 
side when the front has been filled. 

The adding machine is used for checking the balances 
and making the extensions. 

For instance, the amounts received shown on the 
card, in Figure 57, are two orders of 3000 pounds each, 
or 6000 pounds altogether. 

Before carrying the last balance, " 1665, " over to the Check- 
other side, it must be checked. This is done by adding J? g . 
the amounts issued, and deducting the total from 6000. 
The addition is made on the adding machine. 

Thus, the total amount issued is 4335 pounds. This 
total, deducted from 6000, Jeaves 1665 pounds on hand. 
Since this agrees with the last balance, " 1665, " the stock- 
keeper knows that his extensions have been correctly 
made* and carries the " 1665" ov r to the other side of his 
stock card without fear of an error. 

In case the stock issued involves fractions of pounds, 
say one-fourth, one-half, and so forth, the decimals .25, 
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Some .50, etc., can be used. Thus to add '4^ and 21 % on the 
C Suff- regular machine, simply add 4.25 and 21.50. The total 
gestions will be 25.75, which is equivalent to 25%. 

There is another adding machine application to these 
cards. In making the extensions for the cost of material 
in each issue, it is necessary to multiply the amount issued 
by the price per pound. This can be done very rapidly 
on the machine. 

Then to prove all the extensions for issues on the face 
of the card, multiply the total amount issued by the price, 
and compare the result with the total of the extensions. 
They should agree, either exactly, or to within two or 
three cents. If there is a slight discrepancy, it will be 
due to dropping or adding the fractions of cents, when the 
amounts are entered on the card. 

Slight In Figure 57, the total cost of material issued, (obtained 

^ re P" by multiplying the total "4335" by .0415), is $179.90. 

no Ac- The total of the individual costs of each issue of material 

00X1111 is $179.94. The difference of 4 cents is due to several 

fractions of cents (running over five mills), being added 

when the individual costs were recorded. The two totals 

agree closely enough, however, to give assurance of the 

accuracy of the extensions. 

When it is remembered that several hundred of these 
cards make up the stock record, the value of a machine 
for checking them will at once be seen. 

Ready Much valuable time can be saved, and the stockkeeper 
gj^j? who uses a Burroughs, soon regards it as his most valued 

keeper helper. 
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CHAPTER XXXIV. 

Adding and Listing Hours and Minutes; 

Tons and Cwts. ; Feet, Inches and 

Fractions of Inches 

"There is but one test of a machine's usefulness, as there is but one of 
a man's — can it do the work which must be done?" 

PAY-ROLL work requires the addition of hours and 
fractions of hours. When the fractions of hours 
are expressed in minutes, the hours and minutes 
can be added and listed on a Bur- 
roughs Hour and Minute Ma- 
chine, in about one-fourth the 
time taken to do the same work 
by hand. 

Suppose an addition of hours 
and minutes is to be made as 
shown in Figure 58. 

If the work is done by hand 
it is necessary, first to add the 
minutes and convert them into 
hours and minutes, then to carry 
the hours thus obtained over into 
the hours column and add the 
hours. 

When the Burroughs machine is used, the operator 
simply sets in the item by depressing the proper keys and 
pulls the handle. Each handle pull adds and lists what- 
ever amount of hours and minutes has been set into the 
machine and automatically converts the minutes into 
hours. A correct total can be taken at any time by de- 
pressing the total button and pulling the handle. 
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Figure 58 
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Adding and Listing Tons and Cwts. 

IN certain lines of business, especially the coal busi- 
ness, there is considerable addition of tons and cwts. 
When such additions are made mentally, the tons 

column must be added first, and 
then the cwts. column, and after 
these two additions have been 
completed it is necessary to con- 
vert the cwts. into tons and cwts., 
and to add the extra number of 
tons to the total of the tons 
column already obtained. 

The Burroughs Ton and Cwt. 
Machine is capable of adding and 
listing tons and cwts. in the same 
manner that ordinary numbers 
are added and listed. A ton 
amount and a cwt. amount are 
set into the machine by depress- 
ing the proper keys, then the 
handle is pulled and both the 

ton amount and the cwt. amount are added and listed. 

The two amounts are printed side by side as shown in 

Figure 59. 

Adding and Listing Feet, Inches and 
Fractions of Inches 

The work involved when feet, inches and fractions of 
inches are added and listed is very considerable, but 
when the Burroughs Foot and Inch Fractional Machine 
is used the addition is as simple as if ordinary numbers 
are being added. 

When the mental method is employed the fractions 
of inches must first be added and converted into inches 
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Figure 50 
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and fractions, and the inches carried over into the inches Some 
column. This is a process more or less difficult and open ^ ractical 
to many errors. Then the inches must be added and gestions 
converted into feet and inches and the feet carried over 
into the foot column. Then the foot column must be 
added. In other words there are five additions and two 
divisions in the process. 

The Burroughs, however, makes this complicated 
addition as simple as if only one column of figures were 
being added. The amounts of feet, inches and fractions 
of inches are set into the machine by depressing the proper 
keys and are added and listed by pulling the handle. 
The fractions and inches are automatically converted 
by the machine, thus making it 
necessary for the operator to do 
nothing more than punch the 
right keys and pull the handle. 
A correct total can be taken at 
any time by depressing the total 
button and pulling the handle, 
regardless of whether it contains 
few or many items. 

The addition shown in Figure 
60, will give a clearer idea of the 
work done by the machine. The 
inches are designated by small 

numerals, the feet by the regular size numerals and the 
fractions by ordinary fractional type. 

Samples of the work of these machines free for the 
asking. 
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CHAPTER XXXV. 

Multiplication, Subtraction and Division 

by Machinery 

THE use of the Burroughs for multiplication, sub- 
traction, and division, in some lines of business, is 
quite as important and constant as for addition. 
The accuracy, the speed, and the advantage of having a 
printed record of all operations, are so apparently in its 
favor for this everyday use that, where a wide diversity 
of work is to be accomplished, the choice of the Burroughs 
is foregone. 

Multiplication 

MULTIPLICATION on the Burroughs is repeated 
addition. When the Repeat Button is depressed, 
the amount set into the machine is added and 
listed as fast as the handle is pulled. 

Suppose it is desired to multiply 
226 by 5. Set the 226 in the machine, 
pull the handle five times, release the 
keys with the Release Button and take 
the total. This total is the product. 
The operation is shown in Figure 61. 

Suppose it is desired to multiply 
2434 by 432. Where a number is 
multiplied by 432 it is equivalent to 
multiplying it by 2 and by 30 and by 
400. The process is very simple, as shown in Figure 62. 
If it is desired to print only the products, without 
the intermediate process of obtaining them, it can be 
done by throwing the carriage out of printing position 
while the multiplication is being made, and restoring it 
only for the printing of the product. 
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In Figure 63, the multiplicand and multiplier have Some 
been printed with the eliminating button depressed, gj^ 1 
the multiplications made with the carriage thrown back gestions 
and the products printed as shown. 
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Figure 63 



In Figure 64 is shown a series of multiplications made 
in a similar manner, with the exception that the products 
are printed opposite the multiplicands and multipliers. 
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Figure 64 



Often it is advisable to adopt one of these last two 
methods. 
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Subtraction 

UPPOSE it is desired to subtract 2342 from 32167. Some 
The 32167 is set in the machine and the handle |^* ical 
pulled. The complement of 2342, which is 7658, gestions 

is set in the machine, and 
then by a simple key- 
board process the sub- 
traction is made. Then 
a total is taken. This 
total is the remainder 
and the whole process 
is shown in Figure 66. 



3 2 1. 6 7 
9, 9 9 9, 9 7 6. 5 8 

2 9 8.25" 



FlGUBE 66 



It is easy to pick out the complements of numbers 
by use of the complement keyboard reproduced in 
Figure 65. 

It is made of bristol board, or celluloid, and the columns 
with the exception of the first, which is numbered from 1 
to 9 inclusive, are numbered from to 8 in reverse order 
to the regular keys. 

This keyboard is cut so that it can be slipped below 
the regular keys and can be placed on the machine or 
taken off at will. When an amount is to be subtracted the 
operator looks beyond the regular numerals to those on 
the complement keyboard below and depresses the keys 
nearest the respective complement numerals. The "9" 
keys to the left of the amount are then depressed and the 
subtraction made in the usual manner. The complement 
keyboard simply enables the operator to pick out the 
complements quickly without the necessity of calculating 
them mentally. 

With a little practice in the use of this keyboard 
subtraction can be done very rapidly. 
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Division 



DIVISION is a short way of subtracting and when 
done on the Burroughs involves the same principle 
as subtraction, namely, the use of complements. 

When 3455 is divided by 15, 
the quotient shows how many 
times 15 can be subtracted from 
3455. It is found to be 230 
times with 5 left over. 

Figure 67 shows how the 
process looks when worked out 
on the machine. The amount 
to the left of the vertical line is 
the quotient, while the remainder 
is shown to the right. 

If this chapter interests you, 
you will want our booklet de- 
voted to "Multiplication, Subtraction and Division." 
These three processes are there discussed and described 
in detail. A request brings it to you — and there's no 
charge or obligation. A demonstration of the machine's 
application to all kinds of figure-handling work will be 
made in your office, without cost or obligation to you. 
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Figure 67 
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CHAPTER XXXVI. 

Some Simple Rules for Locating Errors 

in Trial Balances 

"If the adding machines keep on increasing in number for the next 25 years, 
as they have in the past 10, we'll lose our ability to compute," says the 
melancholy prophet. Why, they are putting them in meat markets, grocery 
stores and I saw one in a news-stand only yesterday." "Don't worry," said 
the cheerful one, "the Chinese have had an adding machine for 2000 years — 
and they know a few things about computation. If you don't think they do, 
ask a San Francisco bank clerk." 

THE prevention of errors being much more im- Preven- 
portant to the bookkeeper than their detection «^i 
when made, the advantage of a daily proof of all than 
postings, both debit and credit, cannot be too strongly Detec- 
urged. If credit postings have been checked daily against 
the cashier's cash, and debit postings against the recapitu- 
lation of the sales books, at the end of the month the 
bookkeeper has only one day's work to prove, instead of 
the work for the whole month. (See Burroughs Cash 
Received, page 63 and Proof of Posting System, page 71.) 

The following suggestions for locating errors in case 
such a daily check has not been maintained, are adapt- 
able.* 

It should, however, be remembered that a little care 
in posting and the daily proof made possible by the use 
of the Burroughs, will save many hours of overtime spent 
in locating errors in the trial balance. 

Look carefully through the trial balance to see if a General 
balance has been omitted, or has been entered on the Ru * es 
wrong side. 

Do not look through your postings to see if you can 
find the amount of the error unposted, unless you think 
you are familiar with such an amount. The required 
difference is generally made up of two or more errors. 



•"Business Short Cuts"— Book-Keeper Publishing Company, Detroit, Mich., U. S. A. 
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Some If transpositions do not apply, look through the ledger 
^^Suk- * or a ^ a ^ ance omitted from the trial balance, 
gestions Look for an account closed, but not ruled off, so that 
last month's balance has been taken again this month. 

If the difference is an even number, it may be a debit 
posted as a credit, or a credit posted as a debit. 

If the difference is 1 cent, or 10 cents, or $1.00, the 
error is almost certain to be in addition or subtraction in 
drawing off the balances. 

Check the footings of the trial balance, and the carry- 
ing of the totals to the recapitulation sheet. 

Scan the folio columns of all books of original entry to 
see if any posting has been omitted. 

See that you have not forgotten to include in the trial 
balance the balance of cash account. 

Look for some small account ruled off during the 
month to show a balance, but no balance brought down. 

Carefully check over your sundry accounts receivable, 
and notes receivable accounts, as these two accounts are 
prolific sources of error. 

If all these efforts to locate the difference are fruitless, 
check the additions of the ledger accounts, and the draw- 
ing off of the balances. 
Another Proceed to check the postings as follows: On a sheet 
W| w of paper take off from the ledger the credit postings of 
Check cash, using a separate column for each week. Foot the 
U P columns, ascertain the grand total, and compare it with the 
total called for by the cash book. 

If the totals do not agree, compare the totals by weeks 
in order to locate the difference. 

If the totals agree, draw off the debit cash postings 
in like manner. 

Also the journal debit postings and credit postings. 

If these all agree, draw off the postings to the ledger 
from the sales book, and compare total with total of sales 
book. 
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It is supposed that the cash book and journal are self- Some 
proving so far as footings are concerned, but if the totals |^ tlcal 
of postings from the sales book and the total of the sales gestions 
book footings differ, the footings must be checked. 

If a purchase book, or any other auxiliary record is 
kept, treat it in the same manner. 

During the above checking process the error or errors 
must inevitably be located, and it is quicker and surer 
than checking individual postings, especially if the postings 
are "called off" to the bookkeeper. Moreover, the error 
may be located in the^cash book, or whichever book may 
be checked first, which will obviate the labor of checking 
anything else. 

It is somewhat surprising to learn that a list can be Detect 
made of no less than 504 transpositions of two and three .?. s " 

. . positions 

figures, besides possibilities of double and indirect trans- 
positions which appear to be almost unlimited. 

A difference divisible by 9 infers a transposition. 
That such a difference does not necessarily indicate this 
class of error may be illustrated by the example of posting 
$10.90 as $10, being an omission of 90c. In this case the 
bookkeeper would probably waste considerable time 
looking for $1 posted as 10c, $5.40 as $4.50, etc. In some 
cases, then, it is possible to distinguish transpositions from 
omissions. 

To find what figures, being transposed, caused the 
error: 

Rule — Divide the error by 9 and the quotient is equal to 
the left hand digit, less the right hand digit, of the transposed 
amount. 

Example: Error $54.00 over; divided by 9=6; now 
71, 82 or 93 are the only numbers of two figures where the 
left hand digit exceeds the right hand digit by 6. If the 
error is over, look for 17, 28 or 39 posted as 71, 82, or 93; 
if the error is under look for 71, 82, or 93 posted as 17, 28, 
or 39. 
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Some To detect an error resulting from the transposition of 
*■*££ three figures: 

gestions Rule — // the error is the result of transposition of three 
figures, the middle digit of the error wiU always be 9, and the 
two outside digits will always amount to 9. 

Example: 125 transposed is 521, the resulting error 
being 396. 

To find the amount, where the error has resulted from 
transposition of three figures: 

Rule — Disregarding the middle digit of the error, place 
the two outside digits together and divide by 9; the quotient 
will be the amount by which the left hand digit of the trans- 
posed figure exceeds the right hand digit. 

Example: Error 396. Now 36-^9 = 4. Look for 

a number having three digits in which the left hand digit 

exceeds the right hand digit by 4, as for instance, 521, 642, 

or 753, transposed from 125, 246, 357. 

Trans- To find whether an error is the result of displacement, 

place- or posting in the wrong column: 

Figures, Rule — If all the digits of the error, when added together, 

or make 9 or a multiple of 9, it is almost certain that the error 

"Slides" i s jfe resu it j posting dollars in the cents column or vice 

versa, units in the tens column, etc. 

Example: Error $70.29; digits added together equal 
18, a multiple of 9. 
Single To find the amount where the error results from post- 
"Slides" j n g C ents in the tens of cents column, or dollars in tens 
of dollars column, etc. : 

Rule — Divide the error by 9, and the quotient will be the 
amount in cents, or dollars and cents, posted in the wrong 
column. 

Examples : 

Error $54.00 over; divided by 9 = $6; look for $6 
posted in error as $60.00. 

Error $54.00 under; divided by 9 = $6; look for $60 

, posted as $6. 
Double To find the amount where the error results from post- 
glides" mg dollars in the cents column, or vice versa: 
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Rule 1 — Subtract the cents of the error from imaginary Some 
ciphers and the remainder wiU be the dollars posted in the P™** 1 **" 
wrong column. gestions 

Examples: 

Error $70.29 under; 

Deduct from ciphers $ .00 

the cents of the error 70. 29 

Therefore $71. 00 

has been posted 71 cents. 
Error 80.19 over: 

Deduct from ciphers $ .00 

the cents of the error 80. 19 

Therefore 81 

has been posted $81.00. 

The error may also be located as follows : 

Rule 2 — Divide the amount of the difference by 9 and the 
quotient of that division by 11. The result will be the amount 
posted in the wrong column. 

Examples : 

Error $43.56 under; divided by 9 = $4.84; $4.84 -^ 
11 = 44. Look for $44.00 posted as $0.44. 

Error $5.94 over; divided by 9 =$0.66; $0.66-5-11 = 
$.06. Look for $0.06 posted as $6.00. 

On columnar cash books and journals look for amounts Rules 
which should have been entered in special non-posting f<> r 
columns, but which have been entered in a ledger column Errors^ 
and not posted. 

On Safeguard ledger look for balances which have been 
transferred without a journal entry. 

Where ledgers are separated into sales, purchase, and 
general ledgers, look for sales which have been posted to 
accounts in the purchase or general ledgers. 

Where the Goldman check figure is used look for 
double slides as previously described. 

Also look for transpositions like the following: $425 
posted as $524. 

Last, but not least. Remember that a little care in 
posting will balance ten nights' work put in to find the error. 
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Section III 

Burroughs Service 

To so make and market a machine thai 
shall at all times and under all circum- 
stances give the user uninterrupted use of 
his investment — that is our idea of Ser- 
vice, and what we are organized to insure 
to every purchaser. 
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CHAPTER XXXVII. 

System Suggestion Service 

"Dost thou love life? Then do not squander time; for that's 
the stuff life is made of." — Ben Franklin. 

HE business systems department does not pretend You 
to "put in a system," or to show you how to 5 en Q 
run your business. What it has to offer is experi- Experi- 
ence — the experience of other progressive concerns ence 
which have worked out the application of the Bur- 
roughs machines to their systems, and found that they 
saved them money. This department does not offer a 
service that interferes in any way with the work of 
expert accountants, auditors, or systematizers, but freely 
gives its assistance in helping you to determine, through 
the uses to which the Burroughs has been put by others, 
its probable value as a time, work, and worry saver'to 
you. 

Somewhere, there is a concern in your own line, which Clearing 
has devised a better way of handling some detail peculiar House 
to your business, a short-cut to save time and money, a System 
safeguard to insure accuracy in handling your accounts. Short- 
Our business systems department has collected these 
ideas, reduced them to their simplest form, reproduced 
them on large bond sheets in exact facsimile, showing 
headings, rulings, every detail of their use — and on the 
back of each form is a complete explanation plainly 
written by those who thoroughly understand the appli- 
cation of our machines, in terms your bookkeeper will 
understand. 

This collection of Burroughs systems forms is stand- Systems 
ard as wheat. Each form bears the O. K. of practical H a ^, e 
use in representative business institutions which have Good in 
tried it out and proved its value. These forms are adopted Use 
by commercial schools and expert systems men, as repre- 
senting the highest development of modern accounting 
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Bur- experience, and they command the admiration and respect 
Service °' bookkeepers an d well-informed executives everywhere. 

The business systems department is directed by prac- 
tical men, and its work is thoroughly practical in every 
respect. It aims to take into account all the peculiarities 
and special conditions of your business. 

The Burroughs man does not claim to know all about 
your business. He does know a good deal about the way 
in which other concerns in your line use the Burroughs — 
and he has undergone a somewhat thorough course in 
applications, at the Burroughs Salesmen's Training 
School. What he has to say about the possible time- 
saving in your office, should entitle him to your attention. 

Remember, he is not coming to give you an argument 
about the Burroughs alone, but to explain its relation to 
your business, and give you an opportunity to determine 
for yourself how it will save you time and money. 

Trial When you have looked into the matter, you may wish 

N th' StS *° * r y ^ e macn ^ ne an d the short-cut ideas in the actual 
work of your office, store, or factory. Such a trial will 
cost you nothing. 

The business systems department carries on a large 
part of its work by mail, with correspondents in all parts 
of the world, who write for and give suggestions as to the 
use of the Burroughs in various lines of business. 

Systems The men in this department are studying specific 
Ex eri- ^ nes °^ business, to know exactly how the Burroughs may 
enced be used to advantage. All of them are men of business 
discretion — men upon whose judgments and recommend- 
ations you may rely. 

If you address an inquiry to the department it will be 
promptly and carefully answered, with the best informa- 
tion at our command. Forms illustrating the work out- 
lined will be sent whenever possible. 
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There is no charge for this service, it places you under Bur- 
no obligation. The department is only too glad to show g^J^ 
any business man how he may find a profitable use for the 
Burroughs. 

Specific systems are too highly specialized to be men- 
tioned here, but we invite you to address a request direct 
to the department, where it will receive careful attention, 
and any suggestions the department can offer. No 
matter what you want to do, so long as it is a matter of 
figures, there is a Burroughs machine and a Burroughs 
way to do it. 

The first thing you have a right to expect from an We 
adding machine is that it will save time in handling your St*™ 1 
business. This company stands alone in maintaining a 
regularly organized department where you can get such 
practical help. 
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The Burroughs Electric Adding and 
Listing Machine 



50 Per £*\ WIFT, silent and 50 per cent easier to operate than 
Easier ^^ t ^ ie eas i est hand-operated machine. 

The only adding machine instantly changeable from 
electric to hand operation, and vice versa. 

Equipped to operate on any lighting or power circuit, 
as specified, and from any lamp socket. 

Costs but little more to operate than an ordinary 
16- candle-power lamp. 

We furnish a two-way plug, so that both the light bulb 
and the machine can be operated from one socket. 
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CHAPTER XXXVIII. 



Seventy-one Different Styles of Burroughs for 
Adding and Listing and Book- 
keeping Purposes 

OUT of the modern demand for the Burroughs ma- 
chine, and the manifold uses of which it is capable, 
have been evolved 71 different and distinct styles 
of Burroughs Adding and Listing and Bookkeeping Ma- 
chines. These, in turn, are capable of nearly 300 varia- 
tions and combinations — literally, a machine for every 
line of business. 

Most of these machines have special features in addi- Special 
tion to their primary function of merely listing and adding Features 
figures. 

There is a Burroughs especially for the small retail 
establishment as well as the department store, for the 
wholesale house — different machines for different lines; 
for the railroad; for insurance companies; brokerage 
offices; grain elevators — pounds and bushels; lumber 
concerns — feet and inches; tanneries — dimensions and 
number of hides; cotton concerns — weights and bale 
numbers; mail-order houses; clothing manufacturers; 
public service corporations; packing houses — in fact, a 
machine for practically every important branch of com- 
mercial and industrial activity. 

Each one of these different styles of Burroughs is built Original 
on the familiar Burroughs model, which has been greatly Bur- 
improved but never changed in any essential feature roughs' 
since the first one was marketed in 1892. The points of ea ures 
difference between the various styles consist chiefly in 
variations of the printing carriages and keyboard arrange- 
ments, with various methods of "splitting" which permits 
the listing and adding of two or more columns of dates, 
numbers, weights, amounts, etc., at the same time, in 
addition to printing all manner of trade symbols, abbre- 
viations, initials, etc., in connection with amounts. 

Full descriptions of the various machines you'll find 
in our "Book of the Burroughs." 
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Figure 63 
Example of work done on a Burroughs Duplex Machine 

The upper counter clearing signal is a star with a bar above it ( — ), and the lower counter clearing signal 
is a star with a bar below it (JL). The "transferred totals" are indicated by the symbol Cx). 
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The Duplex Machine 

The Burroughs Duplex Adding Machine ia literally Two 
a double adder. It has two sets of accumulators, that Machines 
can be worked independently, or in conjunction with each 
other. 

With the duplex feature a machine of say, $9,999,999.99 
normal capacity can add and list two columns of amounts, 
each of which, has a maximum capacity of $9,999,999.99. 
This is done by accumulating the total of one set of amounts 
in one of the accumulators, and the other set in the other 
accumulator. Either accumulator is thrown into opera- 
tion by shifting a lever into lower or upper position. 



The first and second groups of items, as shown in Figure Simul- 
68, show simultaneous additions of debits and credits, taneous 
In these cases the accumulators are acting independently Addition* 
of each other. 

In the first group the items are added and listed in the 
same column. The debits are added with the upper 
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Bur- accumulator, and the credits with the lower. The latter 
roughs are indicated by the symbol (L) which is printed auto- 
S"™* matically. 

After the last item has been listed, the total of the 
debits is taken, first by setting the duplex control lever in 
the upper position and taking a total, and then setting 
it in lower position and taking a total. In this way both 
accumulators are cleared, and their respective totals 
printed on the sheet. 

Debits The second group of items is practically the same as the 
and first, with the exception that the debits are printed in one 

Credits column, and the credits in another. This is accomplished 
by shifting the carriage over whenever a credit is to be 
added and listed. The totals are taken in the same way 
as in the first case. 

Sales Another illustration of the application of the duplex 
Recapit- is shown in the third group of items. This represents a 
ulation recapitulation of sales by clerks, showing the total for 
each clerk, and the grand total for all clerks. 

Trans- ^ n * n * s case the accumulators act in conjunction with 

ferring each other, the sales of each clerk being added in the upper 

Totals accumulator. Then the total of sales is cleared from this 

accumulator, printed on the paper and transferred to the 

lower one. This is done by pressing the transfer total 

key when the total is taken. 

By this operation the upper accumulator adds each 
clerk's sales and transfers the total to the lower accumu- 
lator at the time it is printed. 

In this way it is cleared for action each time a clerk's 
total sales is printed. The lower accumulator takes up 
these totals, and retains them until the operator is ready 
to print the grand total of all the sales, which is done by 
setting the duplex control lever in the lower position and 
taking the total. 

Duplex These three groups of items illustrate the principle 

Does of the Duplex Machine, and give an idea of its possibilities. 

All a Besides handling this double-total work so efficiently, the 

Machine machine can also be used for straight adding and listing, 

—and by using either accumulator continually, as in a regular 

More machine. 
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Split and Normal Device as Used on the Bur- 
roughs Split and Normal Machines 

Imagine a bookkeeper endowed with two working Book- 
sets of brains and twice the usual complement of keeper 
hands — and you have the "Split & Normal" Burroughs Wlth 
as compared with the ordinary machine. Heads 

Where the regular machine lists and adds a column of 
figures three to six times as fast as a man can do it, the 
" S & N " lists and adds two or three, or even four columns, 
all at the same operation, and with no more time or effort 
than it takes for one. 

The "S & N" device may be applied to any of the 9, 
11, 13 or 15-column Burroughs machines, and is capable 
of infinite variations to suit any possible requirement. 



The only visible feature of the "S & N" is this indi- Only 
cator, mounted on the lower edge of the keyboard. Visible 

When set at " Normal " the machine does the work of a Feature 
regular machine, in the case of a 9 column machine, with a 
listing and totaling capacity of 9,999,999.99. 

When set at "Split 1" it lists and adds two separate 
columns at the same time — five figures in the right-hand 
section, four figures in the left. 

When set at " Split 2 " it lists and adds a column of five 
figures at the right, while it merely lists a column of four 
figures at the left, without adding them. This arrange- 
ment provides for printing dates, folio numbers — or 
any other figures which are not to be added — in connec- 
tion with amounts. 

This describes but one of the infinite variations of the The 
"S & N." The split may be located between any two "Split" 
columns, at the desire of the purchaser, or it may be * B ™e 
arranged on the "Variable" principle which enables the •£ 
operator to shift the "split" to any point at will, by 
merely moving a small indicator lever. 

Samples of this work on application. 
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Carnages on Burroughs Adding and 
Listing Machines 

There are four sizes of carriages which are regularly 4 Sizes 
used on Burroughs Machines, and these are illustrated on 
the opposite page. 

The Burroughs carriage has developed with the ma- 
chine. 

When the machine was used simply for adding and Narrow 
listing, a small carriage for a narrow strip of paper was Carria 8 e 
sufficient. 

But when it was found advantageous to use wide 
sheets of paper, we began experimenting with wider car- 
riages, until our splendid line of automatic, semi-auto- 
matic and shuttle carriages has now been developed and 
perfected. 

Even though the carriage has no direct part in the 
adding function of the machine, it does its work with a 
precision thoroughly in keeping with the positive accuracy 
of the machine. 

No one feature of the Burroughs has done more to Impor- 
widen its scope of usefulness than the paper carriage. Carriage 
It has not been enough that we have a device for holding 
a sheet of paper while it received the figures, but we re- 
quired a carriage into which we could put a sheet quickly ; 
square it up to the printing point; to cross-tabulate or 
print vertically. Some of our carriages have stops which Bur- 
enable us to secure any distance between columns. Some 5?" g r* 
have an automatic lock which compels an even heading 
for any number of columns. 

Our inventors are constantly busy developing, improv- 
ing and perfecting new types of carriages, because we 
realize that as the machine itself improves, the carriage 
must also improve, if the best results arc to be obtained. 
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A Bur- No matter what width of paper you wish* to use, or 
Machfne wna * tyP 6 °' w °rk you want done, there is a Burroughs 
For carriage and a Burroughs Machine that will do the work 
ou satisfactorily. 

We'll gladly send full details about the right machine 
and the right carriage to handle your kind of work, if you 
will send us your requirements. 

This is simply a part of "Burroughs Service." In 
asking for it, please understand that you do not obligate 
yourself in any way. 
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The Burroughs Long Line 

HE Burroughs is essentially an adding and listing Bur- 
machine; but as wider fields for its usefulness g Ug u. s 
have been developed, it has been found so well keeping 
adapted to do so many different things in accounting Macnme 
work, that it has well earned the name — "Burroughs 
Bookkeeping Machine.' ' A machine which will turn out 
comprehensive, detailed reports, summaries, and state- 
ments, a few of which are illustrated in this book, is 
assuredly more than an adding and listing machine. A 
few of the different machines are illustrated on the 
following pages. 

Following is a partial list, showing 71 down-to-date models: — 

REGULAR MACHINES. 

1 — Style No. 6 with six columns of keys and tape paper carriage. 

2 — Style No. 6 with six columns of keys and 10J^ inch carriage. 

3 — Style No. 6 with six columns of keys and 12Ji-inch carriage. 

4 — Style No. 6 with six columns of keys and 18-inch carriage. 

5 — Style No. 6 with five columns of keys and %ot% fractions. 

6 — Style No. 7 with seven columns of keys and tape paper carriage. 

7 — Style No. 7 with seven columns of keys and 10 J^-inch carriage. 

8 — Style No. 7 with seven columns of keys and 12j^-inch carriage. 

9 — Style No. 7 with seven columns of keys and 18-inch carriage. 
10 — Style No. 7 with seven columns of keys and split-and-normal device. 
11 — Style No. 7 with seven columns of keys and automatic counter. 
12 — Style No. 9 with nine columns of keys and tape paper carriage. 
13 — Style No. 9 with nine columns of keys and lOj^-inch carriage. 
14 — Style No. 9 with nine columns of keys and 12j^-inch carriage. 
15 — Style No. 9 with nine columns of keys and 18-inch carriage. 
16 — Style No. 9 with nine columns of keys and split-and-normal device. 
17 — Style No. 9 with nine columns of keys and date, count and normal device. 
18 — Style No. 9 with nine columns of keys and variable split device. 
19- 1 -Style No. 9 with nine columns of keys. Statement. 
20 — Style No. 11 with eleven columns of keys and tape paper carriage. 
21 — Style No. 11 with eleven columns of keys and 10j^-inch carriage. 
22 — Style No. 11 with eleven columns of keys and 12J4-inch carriage. 
23 — Style No. 11 with eleven columns of keys and 18-inch carriage. 
24 — Style No. 11 with eleven columns of keys and spiit-and-norma! device. 
25 — Style No. 11 with eleven columns of keys and date, count and normal device. 
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26 — Style No. 11 with eleven columns of keys. Statement. 

27 — Style No. 11 with eleven columns of keys and variable split device. 

28 — Style No. 13 with thirteen columns of keys and 10}i-inch carriage. 

29 — Style No. 13 with thirteen columns of keys and 12J4-inch carriage. 

30 — Style No. 13 with thirteen columns of keys and 18-inch carriage. 

31 — Style No. 13 with thirteen columns of keys and split-and-normal device. 

32 — Style No. 13 with thirteen columns of keys and date, count and normal device. 

33 — Style No. 13 with thirteen columns of keys and variable split device. 

34 — Style No. 13 with thirteen columns of keys. Statement. 

35 — Style No. 15 with fifteen columns of keys and lOj^-inch carriage. 

36 — Style No. 15 with fifteen columns of keys and 12j^-inch carriage. 

37 — Style No. 15 with fifteen columns of keys and 18-inch carriage. 

38 — Style No. 15 with fifteen columns of keys and split-and-normal device. 

39 — Style No. 15 with fifteen columns of keys and date, count and normal device. 

40 — Style No. 15 with fifteen columns of keys and variable split device. 

41 — Style No. 15 with fifteen columns of keys. Statement. 

SPECIAL MACHINES 

42 — Hour and Minute Machine. 

43 — Foot and Inch Machine. 

44 — Quarter Fractional Machine. 

45 — Eighth Fractional Machine. 

46 — Sixteenth Fractional Machine. 

47 — Double-Twelfth Fractional Machine. 

48 — Combination Twelfth and Eighth Fractional Machine. 

49 — Combination Twelfth and Quarter Fractional Machine. 

50 — Double-Sixteenth Fractional Machine. 

51 — Pounds and Ounces Machine. 

52 — Tons and Hundredweights Machine. 

53 — 9-Check Figure Machine. 

54 — 11-Check Figure Machine. 

55 — 13-Check Figure Machine. 

56 — English Money Machine. 

57 — Department Store Auditing Machine. 

58 — No. 15 Government Money Order Machine. 

59 — No. 15 Government Wide Carriage Machine. 

60 — No. 17 Government Special Machine. 

61 — Leather Manufacturers' Machine. 

62 — Insurance Machine. 

63 — Railroad Machine. 

64 — Cost Keeping Machine. 

65 — Bank Transit Department Machine. 

66 — Double Repeat Key Machine. 

67 — Automatic Keyboard Lock Machine. 

68 — Shuttle Carriage Machine. 

69— Semi- Automatic Cross Tabulating Carriage Machine. 

70— Automatic Cross Tabulating Carriage Machine. 

71 — Duplex Machine. 
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The Smallest and Largest Burroughs 

THIS is our 6-X machine. It has six 
columns of keys with a totaling capacity 
of 099,999. It has only a few of the 
later devices and we do not make any 
changes in its construction. It is intended 
for use in smaller stores or departments 
where simply an adding and listing machine 
is needed. The carriage is wide enough 
only for paper 8j£ inches wide and the sides 
of the machine are metal. 

Contrast this machine with the big transit 
machine below. 

This one is our smallest. The one in our 
next cut is one of our largest. There are 
many sizes in between. 

Burroughs Transit Machine 

THIS is our fifteen bank 
transit machine with a 
totaling capacity of 999, 
099,999,999,999. This ma- 
chine is used in large banks in 
making up transit letters. It 
is usually furnished with per- 
manent "splits" as indicated 
in the illustration, so that 
three columns of figures may 
be listed simultaneously. This 
machine may be operated by 
hand or electricity as preferred, . 
and the carriage will accom- 
modate any size of paper from 
the narrowest strip up to a 
sheet IS inches wide. 

A certain bank in Chicago 
uses 15 of these machines. 
With their assistance all the 

Transit Department details are handled with a saving of about one-half the 
office force required before the machines were installed. 
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Wide Carriage Tabulating Machine 



N° 



JO. 9 is the standard 
Burroughs machine ; 
a listing and 
I totaling capacity of 9,990, 
999.99. Ilia the most use- 
ful, all-around style for 
purposes. 

\"o. 9 may be equipped with 

ae various special devices for 

special kinds of work — such 

utomatic check figure, item 

cross-tabulating carriage, roll 

or statement headings, etc. 

rtration shows it equipped 

pecial wide printing carriage 

3 up to 18 inches. This is 

especially for tabular and 

.1 work. When intended only 

jht listing, the machine may 

be furnished with the narrow carriage 

for roll paper only. 



Retail Store Machine 



USED in retail stores, small 
banks, and for all purposes 
where the. amounts to be 
added are small. Has a listing 
and totaling capacity of 99,999.99. 
Aside from this limitation, it has 
all the improvements and desirable 
of the larger machines. 

The illustration shows the mac] 
a regular, positive-feed printing eai 
paper up to 18J£ inches wide. Thi: 
has all the desirable features of 
grade typewriter carriage, and 
matches standard typewriter spaci 
also takes two widths of roll papi 
be furnished with friction feed cai 
lQJ-i inch paper if desired or, if v- 
sheets are used, it can be equipped 
18-inch carriage. 
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Eighth Fractional Cloth Manufacturer's Machine 

A WONDERFUL machine which 
lists whole numbers and frac- 
tions having three different 
denominators, automatically reducing 
the fractions to their lowest common 
denominator and adding them into 
the whole numbers. 

It is just as easy to add fractional 
amounts with this machine as it is to 
add whole numbers. The fraction 
keys operate like the others. 

May also be used for ordinary 
adding and listing, as the fractional 
column doea not operate unless the 
keys therein are depressed. 

There are many other fractional 
Burroughs for various lines, such as 
Burroughs No 9 twelfth, sixteenth, tons-and-hundred- 

ipsreted by Hand or Electricity weights, etc. 



Foot and Inch Machine 

ADDS and lists feet and inches, auto- 
matically converting the inches into feet. 
The feet are listed in the eight columns 
to the left, the inches in the double column at 
the right. This machine is used in the lumber 
trade and all lines of business dealing with meas- 
urements in feet and inches or items in twelfths. 
This machine is operated on the same prin- 
ciple as the one above, the only difference in 
this case being that With fractions can be 
added and listed instead of i^th fractions. 

When used for straight adding and listing, 
the machine has a capacity of 99,999,999, with- 
out punctuation for dollars and cents. O^ ., 
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Statement Machine 



ONE of the most useful of all 
the Burroughs machines. It 
I prints statements from an end- 

less roll of printed or litho- 
graphed headings. The name of the 
month and day is printed in the first 
column, credit items in the second, 
and debits in the third — all at one pull 
. of the handle. Such abbreviations as 
1 "Dr.," "Cr.," "Bal.," etc., are also 
printed where desired. 

Arranged with the regular "Split 
and Normal" device, this machine 
has endless uses, being capable of all 
the work of a regular machine, in 
addition to its special statement 
features. Capacity, at " Normal," 
999,999.99; at "Split 1," two separate 
columns adding; at "Split t," two 
separate columns, the left-hand col- 
umn printing without adding. 

Statement machines are built also 
in the No. 13 and IS styles. 



Department Store Machine 



FOR designating clerks or de- 
partments in connection with 

Has the listing and totaling capac- 
ity of a regular No. 9, with the addi- 
tion of the two columns of letters at 
the right. 

This machine is a great conven- 
ience in making up a sales recapitu- 
lation, showing sales by clerks or de- 
partments. When used for ordinary 
work the letters are not printed, and 
it has all the features of a regular No. 
9 except the punctuation for dollars 

May be equipped with an IB-inch 
printing carriage for tabulating sales 
in a large- "number of columns across 
the sheet. 
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Statistical and Bookkeeping Machine 

principally 
abulation of 
ilical matter 
vork involv- 
:ally large 






into billions, 
y be "split" 
?r for special 

QtO tWO Col- 

e a capacity 
other 9,996, 
nay be made 
the machine 
columns, at 

J laxly equip- 
ich printing 



Pay-Roll and 

Cost-Keeping Machine 

ARRANGED to print and 
add hours and quarters 
of hours in the left-hand 
section and amounts of money 
in the right-hand section, with 
one pull of the handle. In this 
way a piece or lime pay-roll may 
be drawn up to show the time and 
earnings of each employe, with 
the grand total of hours in one 
column and the dollars and cents 
in the other. 

This machine may be ar- 
ranged, also, to convert minutes 
into hours in the center section, 
instead of quarter-hours as shown. 



Operated by Hud or Electridts' 
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Some Interesting Literature for You 

Even in a book the size of this — "A Better Day's Can't 
Work" — there is not space enough to tell you all about Entire 
the Burroughs Adding and Listing Machines. With Story in 
our 71 different styles of machines, it is next to an impos- Bo ^ 
sibility to make one catalogue giving details of the entire 
line. So in several booklets and folders we have treated 
different machines and different uses and have explained 
them in detail. 

Below we give you a partial list of our more repre- 
sentative booklets and folders. Any of them will be • 
gladly sent you upon request: — 

1 . Book of the Burroughs 

A book of over 100 pages, being our nearest approach to 
a complete catalogue. A rather interesting story 
of commercial development. 

2. A Better Cash Received System 

A 16 page booklet with illustrations explaining a system 
for handling incoming cash in the simplest and most 
efficient way. 

3. Cost Keeping Short-Cuts 

One hundred twenty-eight page booklet explaining, with 
illustrations, how costs can be obtained rapidly, cor- 
rectly and at less expense with the Burroughs. 

4. Why Don't You Go Home ? 

Forty-eight page book explaining and illustrating many 
time-saving Burroughs systems for the smaller 
retailer. 

5. Trial Balance Insurance 

An interesting booklet explaining how to secure your 
trial balance most quickly and economically. 
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6. The Burroughs for the Wholesaler — 

A full set of forms, explaining in detail a helpful and com- 
plete mechanical system for the wholesaler. 

7. Burroughs, Master Enthusiast — 

A very readable narrative, relating in an interesting way 
the story of William Seward Burroughs and his 
invention. 

8. $300,000.00 A Year— 

A small booklet with* a story tersely told, giving facts 
about our expenditure of $300,000.00 a year to show 
what Burroughs Service means to our users. 

9. Joke of the Just- As-Good — 

A little book which gives real facts about adding machines 
which claim to be "just-as-good as the Burroughs." 

10. Give Him An Interview — 

A few reasons why you will be interested in what the 
Burroughs man has to say. 

Besides all of these and many more we have something 
over 50 folders (we call them our Long Line folders), 
each explaining a different style of adding machine. 

So you see, we are ready to supply you with informa- 
tion about Burroughs Bookkeeping Machines. Whether 
yours be a giant corporation or a one-man general store, 
you can use a Burroughs to advantage. 

The function of all this literature is to show you 
exactly how. Use the return card to get to the root of 
the thing. 
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When You Come to Detroit 

Come Thousands of visitors yearly enjoy the scenic beauty of Detroit. 
and See Hundreds visit the Burroughs plant and express their wonderment at 
.y. . its magnitude, and remarkable equipment. If you, reader, would 
Detroit witness the highly interesting and instructive operation of a 2,000- 
man-power organization, when you are next in Detroit come out to 
Burroughs and Second Avenues, and see the inside of the home of the 
Burroughs, and be assured that you will be cordially welcomed. 
You'll We will take pleasure in showing you just how the Burroughs can 
w I be made of value to you, in your particular business. 
come And, if you ask us to do so, we will demonstrate that a Burroughs, 
placed in your office, will save you time, money, and worry. 

But we will not ask you to buy a Burroughs — we will not ask you 
to even rent one. 

We may ask you to try 

We We know that if it saves 

Won't sufficient time and money in 

tune your business, you will be only 

You io ° s' au to Du y it— and we 

Hhall not expect you to buy it 

unless it does save time and 

Let this trial be at our 
expense — express charges both 
ways paid at our end. 

Anyway, whether you 
accept a Burroughs on trial or 
not, rememberit will be always 
a pleasure to us to have you 
visit the Burroughs plant when 
you come to Detroit. A So""™' B °° k 
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